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Classic Computer Systems
User’s Manual

MM1WIN
(Mobile Manager 1 for Windows)

Introduction:

W elcome to the world of computer assisted business

management.

Having received your Classic Computer Systems package, you

are naturally eager to begin operating as soon as possible.  W hile

it is tempting to jump right in and experiment, a little time spent

reading is well worth the effort.

Take the time and closely follow our proven path.  This will make

the computerization of your business smooth and painless.

This manual is intended to be your “guide”.  In the following pages

we will explain what to do, what to look for, and which keys to

press to run the programs and to help you manage your business.

Here is an outline of the initial steps you will be going through:

1. Familiarizing yourself with the software.

2. Initially setting up your software.

3. Customizing for your business.

4. Entering your stops, customers and opening figures.

This manual will guide you through the full operation and

functionality of the MM1W IN software system.

ii

SUPPORT:

Classic Computer Technical Support Line:

***** CENTRAL TIME *****

8:30 AM to 5:30 PM MONDAY THROUGH FRIDAY

OR

 W EEKENDS AND AFTER HOURS (message only for return

calls)

General and Hardware Support

(630) 550-5400

Software Support/Sales

Local or from your Cell Phone  (630) 550-5403

(800) 923-9357
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SECTION 1 - Installing MM1 for

Windows

System Capacity:

The MM1 System capacities are as follows:

• Accounts Receivable:

• 7 days availability in route design.

• 99 stops per day.

• 9,999 accounts total - regardless of day, type or

balance.

• Invoices:

• 999,999 individual invoices.

• 9,999 line items per invoice.

• Inventory:

• 20 Character/Digit part numbers.

• 1,000,000 part numbers.

• $99,999.99 max price/cost for each item.

• 64,000 orders (combined Orders to

Send/Receive)

• 64,000 part numbers per order.

• Sales Tax:

• 99 maximum tax areas

• 99.999% maximum sales tax.
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System Requirements:

Minimum Suggested:

Computer System: W indows 7 or higher

Processor 1.8 ghz 2.0 ghz dual core

or higher

Ram 1 gb 2 gb or more

Available HD

Space

4 gb 4 gb or more

Optical Drive Optional * CD-Rom or DVD-Rom

USB Ports 2 4 or more

Operating Systems: W indows 7 or Higher

Printer: • W indows compatible inkjet

printer (check driver availability

before purchasing).

• Uses 8 ½ x 11 inch paper.

Backup Devices: USB Backup device:

• Flash Drive, the minimum size

to use 1gb.

Optional Devices: • USB Long Range CCD

Scanner

• USB Credit Card Swiper*

Merchant services provided

• USB Self Powered Hub

• W ireless Internet Connection
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Things You Will Need:

Planning and setup are very important, like in life if you want

things to run smoothly you must plan, then set it up, MM1 is the

same.  You can jump right in and begin to add your business

information, tax areas, and route, but in most cases you don’t

know all of that information off the top of you head.  So to make

things easier these are some of the things you will need in setting

up MM1.  This is just a guide.

Planning:

1. Installation media or download from website.

2. Hardlock USB (Hardware Key)

3. Laptop computer.

4. Business information – this includes any ID’s you

might have with your warehouses.

5. Tax Information – in some cases you will only

have one tax area to deal with, but in others you’ll

have multiple tax areas, and different break

downs depending on that area.

6. Route Information – in most cases you will have

an idea of your route.

7. Inventory – with MM1 this part will be provided for

you depending on the warehouse.

8. Customer Information (optional) – when starting a

new business in most cases you will not have this

information.  This is ok, it can be added later.

W ith each of these steps, you can always go back and change

things if you don’t have the complete information.  Once you have

all of this, you are ready for step 1.

Software Installation:
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1. Download the software from our website

www.mobilemanager1.com

2. You will be presented with an install screen that

provides you with several choices:

a. Install MM1

b. Install CDL (Cornwell Only)

c. Install Hardlock Device Driver

d. Browse CD

e. Exit

Click on the Install MM1 button to begin the installation

(this will install the CDL automatically).  If this menu

does not appear proceed to step 2, otherwise proceed

to step 3

http://www.mobilemanager1.com
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3. Once you launch the installation program you might be

prompted with a User Account Control window inquiring

if you want to Run the program.  Select RUN or YES.

4. W elcome Screen – click Next to Continue.
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5. License Agreement – Accept the license agreement to

continue the installation.

6. Select Install Folder – the installation program will

default to C:\MM1W in.  It is recommended that you

leave this value alone and click Next.
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7. Select Shortcut Folder – the installation program will

default to Classic Computer Systems, this is the

recommended value.  Click Next to continue.
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8. Installation Type – on this screen you will select

between Brand New, and Update Previous Version. 

The program will default to Brand New unless it finds a

version of MM1 in the folder that you selected.

a. Brand New will delete any information found in

the install folder.

b. Update Previous Version will replace the

program files and update the data found.

Because this is a new install, Select Brand New.  Once

you have made your decision, click Next to continue.

9. Company Installation – on this screen you will need to

select your company affiliation.  Once you have made

that click Next to continue.
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10. Ready to Install – this screen gives you one last chance

to go back and make any necessary changes before

installing the files.  Click Next to continue.

11. Installing Files – This screen appears to show the

progress of the installation.
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12. Install CDL – on this screen you can determine whether

you would like to install the CDL.  In most cases the

default is what you want to do.

13. Finished – Congratulations the installation is complete. 

Click Finished, depending on your particular installation

a few screens might open after this one.  Just follow the

on screen instructions.
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Hardlock Installation:

The hardlock is a device that plugs into the USB port of your

computer and is necessary to run the MM1 program.  This lock

(also referred to as a key) is a copy protection device that we

issue and is unique to your software program.  Do not lose the

hardlock key.  Issuing a new key will require replacement

costs and deposits.  The installation instructions are as follows:

Plug the key (Hardlock) in to an open USB port on your computer,

because the key is fragile placement is crucial you will want to

select a port that leaves space for the key to extend out.  W hen

transporting your computer, it is best to remove the key from the

machine and place it in a safe location.
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SECTION 2 – Basic MM1 Usage

Starting MM1:

W hen starting MM1 for the first time, the program will setup some

initial settings and file structures.  This setup will be preformed

through several startup screens. 

• Reindex Files – this action will create the indices

that the program needs based on the initial

information provided.

• No Data Found – this screen is inquiring if you

are new dealer or an existing dealer.  This screen

provides a way for you to restore your information

into the program if your are an existing dealer.

• Access Code – before you can enter the program

you must provide an access code.

• Reset Date File – This screen proceeds the

Change Dates window.  This one informs you that

your date file needs to be reset.

• Change Dates – this screen provides you with a

way to set the initial dates for the MM1 Program.

• MM1 Update Program – this is an external

program that checks to see if your MM1 system is

up to date.

All of these screens appear on a normal initial setup, of the above

screens, Access Code is the only one that you might run into on a

monthly basis.  This depends on if you use Maintain Access

Codes or not.
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Quick Start Guide:

Now you are ready to customize MM1 to fit your needs.  Please

refer to Section 3 for customization of your software.  The

following items are the bare minimum needed to get started using

the MM1 System, with that in mind you need to:

• Setup your Personal Information

• Setup your Business Information

• Setup the Invoice and Report Printer

• Create one Tax Area

• Add one Stop

• Add one Customer
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Backup and Restore Procedure:

Your data is the most important part of the MM1 system, you have

an investment to protect.  You have all your accounts and all your

business on the computers hard drive.  You must keep the data

backed up at all times.  This means that you should keep several

backup copies of all your data up to date at least once a week if not

once a day.

The backup program can be accessed from inside the MM1

program on the main window, by going to the File menu.  Then

going to the Backup/Restore menu Item or by clicking on the button

at the bottom of the window labeled “[F12] Backup/Restore”.  The

Backup program is also accessible from the desktop icon “MM1

Backup for W indows”.

A word of warning about backups.  Familiarize yourself with the

backup procedure for your machine and do your backups regularly. 

The general rule is to assume that the hard drive is going to fail at

the worst time.  Then figure out how much re-construction you will

be willing to do to bring your data back.  If you would not mind re-

entering a weeks worth of data then do your backups once a week.

Backup Media:

There are a few different types of media (storage devices) that you

can use to backup with.

• Flash Drive (Memory Stick, Portable Travel Drive, Pen

Drive, etc.)  These would be the preferred media.  They

are available in several sizes.  They are priced within

reason, so they are easy to duplicate.

• External Hard Drives – These can be used to store data,

are easy to use like the Flash Drive, but are bulky and tend

to be higher in price.
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Backup Procedure:

W hen you open the Backup/Restore window it defaults to Backup

Data.  Here you have two backup options:

• Overwrite Disk – This check box determines whether to

erase the backup media before starting the backup, or

generating an error if the media has information on it..

• Backup To – This is the drive and/or path that your data

will be stored on.  There are two ways to change this

value.  The first just type in the value.  The second, by

clicking the button labeled “[Alt B] Browse”, and select the

location you want to backup to.  If the path is invalid the

background will turn red.

Once you are satisfied with the option click the button labeled

“Backup”.  The screen will change to show the progress of the

backup.  If there are any errors the status window will display what

happened.
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Common Backup Mistakes:

1. Clicking the Backup button twice, this will start the backup

and immediately cancel the process.

2. Clicking the Backup button and receiving the message

“Invalid Path, Destination”, the Backup To path does not

point to a valid location.  Reselect the destination to

backup to.

3. Choosing a Backup path on your hard drive, this one is

the easiest to over look.  The backup program will finish

like usual, but your backup media does not have a current

backup on it.  Always check the Backup To path that it

points to your media.

Restore Procedure:

W hen you open the Backup/Restore window it will default to

Backup Data, click the button on the left hand side Restore Data. 

Here you have two options:

• Restore From – This is the drive and/or path that your
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data will be restore from.  There are two ways to change

this value.  The first, type in the value.  The second, by

clicking the button labeled “[Alt B] Browse”, and select the

location you want to restore from.  If the path is invalid the

background will turn red.  Below the browse button a text

message will display Invalid Path.

• Restore Configuration files – This option will restore any

configuration files found.  Only use this option if you are

installing a new computer or need to move the MM1

Settings.

Once you have the options on this screen set properly, click the

button labeled “Restore”.  The screen will change to show the

progress.  If there are any errors encountered during the process

they will be displayed in the status window below the progress

bar.

Common Restore Mistakes:

1. Clicking the Restore button twice, this will start the restore

process and immediately cancel the process.

2. Clicking the Restore button and receiving the message

“Invalid Path, Destination”, the Restore From path does

not point to a valid location.  Reselect the destination to

restore from.

Backup Options:

The backup program supplies you with an options section, where

you can customize the behavior of the backup program.  Here are

a list of the available options:

• W arn before overwriting the contents of a disk – This

option determines if the program will warn you before

erasing the contents of the backup media.
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SECTION 3 – Customizing MM1

MM1 Customization Screen:

As with any business, there are certain things that remain the

same and others that differentiate your business from the next

business.  Customization is where you can make MM1 your own. 

Starting with your business name and contact information and the

way you run your inventory (physical or cash).  To customize

MM1, proceed to the Utilities menu, Setup, Customize. 

The customization section is divided into categories with sub-

categories under each; Dealer Setup, POS (Point of Sale),

Reporting, Inventory Options, Hardware Options, Misc Options,

and Security Settings. There is also a button on the upper right for

Email Setup.

This section of the manual will explain each option in more detail.  

Note: You can also access the MM1 Setup from the main
screen button on the lower set of buttons left column. 
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W e will start with the first category.

Dealer:

Personal Information:

Dealer Setup –

Personal Information

Is just that who are you and how can

the customer contact you.  This

information will print on the top of your

invoices and some of your reports. 

Enter this information how you would

like to see it printed.
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Dealer Setup – Business Information

Dealer Number Dealer number is your identification

number with your warehouse or

company.

# W ork Days This option determines how many

days of the week to display for your

route.

W eekly TP Turn This is a goal setting, it will be

compared on the W eekly Report.
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Service Charge This is the percent to charge the

customer account as a fee.  This

Service Charge has a user-definable

name see Other Charge under

Custom Messages.  For the usage of

this percent see Add Charge to All

Accounts and Service Charge Alt-I on

Generate Invoices.

XCR Charge This percentage is charged to XCR

accounts.  For usage see Service

Charge Alt-S on Generate Invoices.

ACE Tools Acct: This is your account number with this

tool company.  This number is used

to order from them and will be sent

with electronic orders or used to track

purchase acknowledgments.

Medco Tools Acct: This is your account number with this

tool company.  This number is used

to order from them and will be sent

with electronic orders or used to track

purchase acknowledgments.

ISN Acct # This is your account number with this

tool company.  This number is used

to order from them and will be sent

with electronic orders or used to track

purchase acknowledgments.
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Dealer Setup - Tax Options

Option Default Value Description

Combine Tax Dollars

on Tax Report

Unchecked

(Off)

This setting

determines when

printing the Tax

Liability Report, if the

totals will include the

tax amount displayed

in the tax column.

Unchecked = Total

Sales, Total

Collected do not

include the amount in

the tax column.

Ex. Total Sales = 10,

Tax = 1, Tax% = 10%
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Option Default Value Description
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Show Tax Dollar Break

Down

Unchecked

(Off)

This setting allows

you to show the

breakdown of

different tax areas.

Ex. State = 5%,

County = 1.2%, Local

= 2%, Other = 0%

Tax Area = 8.2%

Unchecked = Set this

way only lets you

enter the whole tax

rate of 8.2%

Checked = Set this

way allows you to

enter the tax

breakdown.

User Defined Tax 1 Def = County These fields allow

you to enter custom

names for the tax

break down, you

have up to four taxes

with one tax area.

User Defined Tax 2 Def = Local

User Defined Tax 3 Def = Other
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The next category.

POS (Point of Sale):

Invoicing:
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POS - Invoicing

Option Default Value Description

Ask to Reorder

Customer BO/Needs

Checked

(On)

This value

determines if the

system will stop and

ask you to order

items when creating

a customer back

order or need.

Unchecked = will

increment the on-

order number by the

number of items sold.

Checked = will

display a reorder

prompt every time an

item is placed on

BO/Need.

NOTE: If Automatic

Inventory Reorder is

ON, this option is

ignored.
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Option Default Value Description
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Default to Quantity of 1

on Invoicing

Checked

(On)

This function

determines if the

system will default

the quantity on each

line item to 1.

Unchecked = Manual

entry of the item

quantity.

Checked = 1 is

Automatically entered

in the quantity field.

Save Last invoice print

answer

Unchecked

(Off)

This setting

determines if the

system remembers

the last print answer

and defaults to that

for the next time

when printing

invoices.

Unchecked = The

default button is yes.

Checked = The

default button is the

same as the last print

answer.
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Option Default Value Description
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Amount tendered on

cash tickets

Checked

(On)

This setting

determines if the

system will ask for

the amount tendered

on cash tickets. 

These are tickets for

customers that do not

have an account in

the system.

Unchecked = The

amount tendered

defaults to the

invoice total.

Checked = Allows

you to enter the

amount you were

handed.

Trade-In items as

taxable

Unchecked

(Off)

This setting

determines if the

system will tax trade-

in items.

Unchecked = Trade-

in items are not taxed

on the invoice.

Checked = Trade-in

items are taxed on

the invoice.
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Option Default Value Description
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Default to search

customer by stop

Checked

(On)

This setting

determines if the

system will display

the Stop Lookup by

default when entering

Generate Invoices.

Unchecked =

Generate Invoices

opens to an empty

invoicing screen.

Checked = Stop

Lookup displays

when Generate

Invoices opens and

keeps track of your

progress on the

route.

Section 3

POS - Invoicing

Option Default Value Description
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Stop on order column

for input

Checked

(On)

This setting

determines if the

system will stop on

the on-order column

on Generate

Invoices.

Unchecked = W hen

entering items, the

program will skip this

column to speed up

entry.  This option is

usually used in

conjunction with

Default to Quantity of

1 on Invoicing.

Checked = W hen

entering items, the

program will stop on

the on order column.
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Option Default Value Description
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Disable out of stock

warning

Unchecked

(Off)

This setting

determines if the

system will display a

warning if the in stock

quantity for the item

is below the amount

on the invoice.

Unchecked = If an

item’s in stock

quantity is below the

selling quantity, a

message will be

displayed.

Checked = The

warning message is

suppressed.
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Option Default Value Description
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Skip over Pay On

Other Accounts

Unchecked

(Off)

This setting

determines if the

system will stop on

the Pay on Other

Accounts button.

Unchecked = On the

Complete

Transaction screen,

the program will cycle

through the Pay On

Other Accounts

button.

Checked = The Pay

On Other Accounts

button will be skipped

by default.
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Option Default Value Description
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Automatically Load Edit

Terms W indow on Non-

Zero Total

Checked

(On)

This setting

determines if the

system will display

the Edit Terms

window on Time Pay

invoices that have a

sale that increases

the customers

balance.

Unchecked = The

Edit Terms window

has to be manually

loaded if needed.

Checked = This

screen automatically

loads when

completing a Time

Pay invoice with a

sale greater than

zero.
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Option Default Value Description
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W arning if Making a

negative payment

Checked

(On)

This setting

determines if the

system will display a

message if the

payment amount is

negative (less than

zero).

Unchecked = The

message window is

disabled.

Checked = The

message window

displays if the

payment is less than

zero.
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Option Default Value Description
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Automatically load the

last saved IIP for

selected customer

Unchecked

(Off)

This setting

determines if a

customer with a

saved IIP (invoice in

Progress) will

automatically load the

last saved IIP when

the customer is

selected.

Unchecked = The IIP

will not automatically

load, but you can still

bring the IIP’s up for

the customer using

the IIP button.

Checked = The last

IIP will be

automatically loaded

when you select that

customer.
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Number W eeks TP

Turn

Def = 0 This is the default TP

Turn for new

customer accounts. 

The turn is used to

calculate the

suggested payment

on Time Pay

accounts.  To disable

the suggested

payment calculation

enter 0.

Minimum Suggested

Payment

Def = $0.00 This figure will be the

minimum dollar

amount that the

system will suggest

for minimum payment

regardless of the

turn.

Large Payment

W arning

Def =

$100.00

This setting will alert

you when receiving a

payment larger than

the figure entered. 

To disable this alert

enter 0.

Maximum Tax Amount Def = $0.00 This setting limits the

maximum amount of

tax charged on an

individual invoice.
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POS (Point of Sale):

Printout Settings:
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POS – Printout Settings

Option Default Value Description

Next W eeks Payment

on Invoice

Checked

(On)

This setting

determines if the

system will print the

next weeks payment

on the invoice for

Time Pay and XCR

accounts.

Unchecked = The

Next W eeks Payment

will not print on the

invoice.

Checked = The Next

W eeks Payment will

print on the lower left

hand side of the

invoice.
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Option Default Value Description
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Show Customer

Payment Information

on Invoice

Checked

(On)

This setting

determines if the

system will break

down the customer’s

payment information

on the invoice.  This

option is only

available when Next

W eeks Payment on

Invoice is turned On. 

This option is only

available on 1/4 page

invoices.

Unchecked = The

customer payment

information is

omitted.

Checked = The

suggested payment

and past due amount

is displayed on the

invoice.
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Option Default Value Description
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Open account balance

Info on Invoice

Unchecked

(Off)

This setting

determines if the

system will print

balance and payment

information at the

bottom of Open

account invoices.

Unchecked = This

information is

omitted.

Checked = The Open

invoice resembles an

invoice for Time Pay

accounts.

Print Account type on

Invoice

Checked

(On)

This setting

determines if the

system will print the

account type on the

invoice.

Unchecked = The

account type is

omitted.

Checked = The

account type is

printed in brackets

near the customer

name.
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Option Default Value Description

41

Dealer Info on 2  copynd

of 1/4 page Invoice

Unchecked

(Off)

This setting

determines if the

system will print the

dealer information at

the top of the second

invoice (right hand

copy/Dealers copy). 

This is only for

quarter page

invoices.

Unchecked = The

dealer information is

not printed on the

second copy of the

invoice.

Checked = The

dealer information is

printed on the second

copy, giving identical

invoices.
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Option Default Value Description
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Print terms on Invoice Checked

(On)

This setting

determines if the

system will print the

terms and condition

of sale at the bottom

of the invoice.  This is

for Half Page, W hole

Page, and Full Page

Invoices only.

Unchecked = The

terms and condition

of sale will not print

on the invoice.

Checked = The terms

and condition of sale

print immediately

after the invoice at

the bottom.
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Option Default Value Description
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Show Promo savings

on Invoice

Checked

(On)

This setting

determines if the

system will print the

regular price on a

promotional item

displaying the

savings to the

customer.

Unchecked = The

promo price prints in

the price column and

the extended price

column.

Checked = The

regular price prints in

the price column and

the promo price is

used for the

extended price

column.
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44

Balance Info on IIP’s Checked

(On)

This setting

determines if the

customer’s

information is printed

on the bottom of an

IIP (Invoice In

Progress).

Unchecked = The

customer information

is omitted, showing

only the Subtotal,

Tax and Total.

Checked = The

customer information

is displayed below

the Total line on the

invoice.

# Blank lines on top of

invoice

Def = 3 This setting

determines how

many blank lines to

leave at the top of

and invoice.  This is

mostly used to align

the invoice on the

page.
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Option Default Value Description
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Lines to advance on 40

col Invoice

Def = 12 This setting

determines how

much blank space to

leave at the top of the

invoice.  This only

applies to 40 col

invoices.

Non 1/4 Page Invoice

copies

Def = 2

Copies

This setting

determines how

many copies will print

out on Full Page or

40 column receipts

when completing the

invoice.  You have a

choice between 1

and 2 copies.
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POS (Point of Sale):

Credit Card Settings:

POS – Credit Card Settings

Option Default Value Description

Use Integrated Credit

Card Processing

Unchecked

(Off)

These settings are

covered in Section 9:

Integrated Credit

Card Processing.Use Open Edge Pay Unchecked

(Off)

Open Edge Pay Token empty

Use Vantiv Unchecked

(Off)
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Option Default Value Description
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Vantiv Pay Token empty

Print Separate Credit

Card Receipts

Unchecked

(Off)

Save Last “Check here

to Mark as held in

Batch” checkbox

setting on Credit Card

Transaction Screen

Unchecked

(Off)

Default for Saved

Cards is Checked

Checked

(On)

New Cards Get Added

to The Top Of Saved

Cards

Unchecked

(Off)
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Reporting:

Daily/Weekly Options:
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Reporting – Daily/W eekly Options

Option Default Value Description

Starting Balance tickets

on Daily

Checked

(On)

This setting

determines if starting

balance (new

accounts) invoices

will print on the daily

report.  These

invoices will not

reflect in your totals.

Unchecked = Starting

balance invoices will

be omitted from the

invoice listing.

Checked = Starting

balance invoices will

print with the

invoices.
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Option Default Value Description
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Profit Column on

Daily/W eekly

Unchecked

(Off)

This setting

determines if the

profit column prints

on the Daily and

W eekly reports.  

Unchecked = The

profit column is

omitted from the

Daily/W eekly report.

Checked = The profit

column is printed on

the Daily/W eekly

report.

Expense report on

W eekly

Unchecked

(Off)

This setting

determines if the

Expense report will

print with the weekly

report.

Unchecked = The

expense report is not

included in the

weekly reports.

Checked = The

expense report prints

with the weekly

reports.
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Option Default Value Description
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Non-Paying customers

on W eekly

Checked

(On)

This setting

determines if the

Non-Paying customer

report prints with the

weekly reports.

Unchecked = The

Non-Paying

Customers report is

not printed with the

weekly reports.

Checked = The Non-

Paying Customers

report prints with the

weekly reports.
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Non-Paying customers

on Daily

Checked

(On)

This setting

determines if the

Non-Paying customer

report prints with the

daily reports.

Unchecked = The

Non-Paying

Customers report is

not printed with the

daily reports.

Checked = The Non-

Paying Customers

report prints with the

daily reports.
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Option Default Value Description
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Active accounts based

on last 45 days

Checked

(On)

This setting

determines whether

the system counts all

accounts labeled as

active or labeled as

active with activity

within the last 45

days on the weekly

report.

Unchecked =

Processes all

accounts labeled as

Active.

Checked =

Processes only

Active accounts with

activity within the last

45 days.
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Reporting:

Worksheet Options:
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Reporting – W ork Sheet Options

Option Default Value Description

Customer’s Phone #’s

on W ork Sheet

Checked

(On)

This setting

determines if the

customer’s phone

number prints on the

work sheet.

Unchecked = The

customer phone

number is omitted

from the report.

Checked = The

customer phone

number prints on the

report.
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Option Default Value Description
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Print BOs on W ork

Sheet

Checked

(On)

These setting

determines if

BO/Needs print on

the work sheet.  The

BO/Needs print on

separate lines on the

report.

Unchecked = The

BO/Needs will not

print on the work

sheet.

Checked = the

BO/Needs print

under the customer

that requested those

items.

Print Needs on W ork

Sheet

Checked

(On)
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Option Default Value Description
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Stop Address on W ork

Sheet

Checked

(On)

This setting

determines if the stop

address prints on the

work sheet.

Unchecked = The

stop address is not

printed on the

worksheet.

Checked = The stop

address is displayed

on the worksheet

right after the phone

number.

‘MovedIn’ Customers

on W ork Sheet

Checked

(On)

This setting

determines if the

system will print

‘MovedIn’ customers

on the worksheet.

Unchecked =

‘MovedIn’ customers

are not printed on the

worksheet.

Checked = ‘MovedIn’

customers are

printed on the

worksheet.
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Option Default Value Description
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Print Birthday warning

on W ork Sheet

Checked

(On)

This setting

determines if the

system will print a

birthday warning on

the work sheet.

Unchecked = The

customer’s birthday

is ignored on the print

out.

Checked = If the

customer’s birthday

falls within the

established Birthday

W indow, the system

will print a message

alerting the dealer of

the customer’s

birthday.
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Option Default Value Description
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Print Promo Info on

BO/Need Items

Checked

(On)

This setting

determines if the

system will print

promo prices for

BO/Need items on

the work sheet.  This

option only applies if

Print BOs on W ork

Sheet and/or Print

Needs on W ork

Sheet is activated.

Unchecked = If

BO/Need items print

on the work sheet,

the regular price is

displayed.

Checked = If

BO/Need Items print

on the work sheet,

the promo start and

end dates along with

the promo price is

displayed.
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Option Default Value Description
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# Lines on Stop Only

W ork Sheet

Def = 1 Line This setting

determines how

many lines of detail

on the stop only work

sheet.  You have a

choice between 1

and 2 lines of

information.
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Inventory Options:
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Inventory Options

Option Default Value Description

Use Inventory Control Checked

(On)

This setting

determines if the

system tracks

physical inventory

numbers.

Unchecked =

Inventory Control is

turned off, the system

will not update in

stock values.  You

are running based on

cash value.

Checked = The

system updates the

in stock values, when

ever one is sold or

received.
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Option Default Value Description
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Allow Negative

Inventory Quantities

Checked

(On)

This setting

determines if the

system will allow in

stock quantities to go

negative.  This is

useful when selling

an item you

physically have on

hand but have not

received the order

yet.

Unchecked = In

Stock quantities will

not fall below zero.

Checked = In Stock

quantities can go

negative if

necessary.
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Option Default Value Description
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Calculate Negative

Inventory

Checked

(On)

This setting

determines if the

system will calculate

negative in stock

values in with the

inventory value.

Unchecked =

Negative in stock

values will not effect

the inventory value.

Checked = Negative

in stock values will

reduce the inventory

value.

Automatic Inventory

Reorder

Checked

(On)

This setting

determines if the

system will

automatically reorder

an item when it is

sold.

Unchecked = The

system will not

automatically reorder

items.

Checked = The

system will increase

the on order amount

by the quantity sold.
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Option Default Value Description
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Keep Received Order

History

Checked

(On)

Disabled feature.

Default to Promo Prices Unchecked

(Off)

This setting

determines if the

system will use the

promo price on the

invoice by default or

the regular price.

Unchecked = The

regular price will be

displayed on the

screen, it can be

changed after

loading.

Checked = The

promo price will be

displayed if the

system date falls

within the promo

dates for the item.
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W arning if BO/Need

price changes

Checked

(On)

This setting

determines if the

system alerts the

user if the price has

changed on a

BO/Need item when

it is loaded on the

screen.

Unchecked = No

warning message will

appear.

Checked = If the

price on a BO/Need

item has changed the

program will display a

warning box.
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Option Default Value Description
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W arning if Selling a

BO/Need Item

Checked

(On)

This setting

determines if the

system alerts the

user if they are about

to sell an item that is

on BO/Need for

another customer.

Unchecked = No

warning message will

appear.

Checked = At the

time the items is

placed on the invoice

a warning message

will display if this item

is on BO/Need for

someone else.
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Count Physical temp

Items as Inventory

Sales

Checked

(On)

This setting

determines if the

system counts

physical temp items

in with inventory

sales.

Unchecked =

Physical temp items

are ignore on the

weekly closeout.

Checked = Physical

temp items are

included on the

weekly closeout

report.

Global Price Increase Def = 0 This setting allows

you to enter a price

increase modifier to

automatically raise

the list price of all the

items in your

inventory.  Once set,

the modifier will

calculate the price

based on the original

price in your

inventory file.
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Include Promo Prices Unchecked

(Off)

This setting

determines if the

global price increase

modifies items that

are on Promo.

Unchecked =

Promotional items

display the promo

price unmodified.

Checked =

Promotional items

display the promo

price with the

modifier.
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Hardware Options:

Printer Settings:

Printer Settings – Invoice Printer Setup

Option Default Value Description

Selected Printer Def = Default

Printer for

Computer

This setting

determines what

printer the system will

use to print invoices.

Select Invoice Type Def =

Quarter Page

This setting

determines which

invoice type to use

when printing

invoices.
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Printer Settings – Report Printer Setup

Option Default Value Description

Currently Selected

Printer/Select Printer

Def = Default

Printer for

Computer

This setting

determines what

printer the system will

use to print reports.

Hardware Options:

Tablet Settings:
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Tablet Settings

Option Default Value Description

Use W indows Tablet

Screens 

Unchecked

(Off)

This option

determines whether

the program will use

screens designed for

smaller screen sizes,

with larger buttons to

accommodate touch

screens.

Print Client Invoices On

This Computer

Unchecked

(Off)

This option

determines if this

computer sill have

the option to print

invoices.  If you are

using a tablet in the

shop without a printer

attached you will not

want to print invoices

until after you sync

with the server on the

truck.

W hat is the Function of

this Computer

Choose one

of the three

following.

This setting

determines how this

computer will function

in tablet mode.

Stand Alone

Machine

This computer does

not transmit data to

any other computer.
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Server:

Finalizes all

Data

Changes

This computer holds

all of the data and is

the master storage

device.

Client: Sends

Changes to

the Server

This computer has

limited functionality,

and only contains

functions associated

with selling.  Printing

is unavailable this

function is reserved

for the Server.

Change

Communications

Settings 

Button

Choice

This button opens the

communications

program to the setup

screen.

Reindex After

Processing Client Data

Unchecked

(Off)

This option is only

available to check if

you are running this

device in Server

Mode.  It initiates a

re-index of the data

after the client syncs

with it.
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Misc Options:

Misc Options 1:
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Misc Options 1

Option Default Value Description

Automatic System Date Checked

(On)

This setting

determines if the

system will examine

the computer date

and set the sale date

to match if the

system date falls

within the current

week in MM1.

Unchecked = MM1

will use what ever

sale date you select

until you change it.

Checked = MM1 will

change the sale date

to match the

computer date if

possible.
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Dates Out-Of-Range

Reminder

Checked

(On)

This setting

determines if the

system will display a

warning message if

the computer date

does not fall within

the current MM1

dates.

Unchecked = MM1

will not compare the

system date with the

current week in MM1.

Checked = MM1 will

display a warning

message if the

computer’s date is

outside of the MM1

date range.
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W arning Noise On Checked

(On)

This setting

determines if the

system will make any

warning noises

(beeps, buzzes,

wave files).

Unchecked = MM1

will not produce any

sounds, except those

that are native to

windows.

Checked = MM1 will

produce sound, in

certain areas of the

program.
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W arning W hen Over

Expense Budget

Unchecked

(Off)

This setting

determines if the

system will display a

warning message if

the expense budget

is exceeded.

Unchecked = MM1

will not display any

warning messages

about being over

budget.

Checked = MM1 will

display a warning

message if the

expense budget is

exceeded.
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Show Balance On

Customer Lookup

Screen

Checked

(On)

This setting

determines if the

system will display

the customer’s

balance on the

customer lookup

screen.

Unchecked = The

customer lookup

screen will not

display the

customer’s balance.

Checked = The

customer’s balance is

displayed on the

customer lookup

screen.
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Require Ctrl-B to Show

Balance on Customer

Lookup

Unchecked

(Off)

This setting

determines if the

system requires the

user to press Ctrl-B

to display the

customer’s balance

on the customer

lookup screen.  Show

Balance on Customer

Lookup Screen has

to be on for this

setting to have any

effect.

Unchecked = The

customer’s balance

will show if that

setting is turned on.

Checked = The

customer’s balance

will not display until

Ctrl-B is pressed.
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Show Suggested Pay

on Customer Lookup

Screen

Checked

(On)

This setting

determines if the

system will display

the customer’s

suggested payment

on the customer

lookup screen.

Unchecked = The

customer lookup

screen will not

display the

suggested payment

for each customer.

Checked = The

suggested payment

will display on the

customer lookup

screen.
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Show Phone Number

On Customer Lookup

Screen

Checked

(On)

This setting

determines if the

system will display

the customer’s phone

number on the

lookup screen.

Unchecked = Phone

Number will not

display on the

customer lookup

screen.

Checked = Phone

Number will display

on the customer

lookup screen.
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Customer Lookup by

Stop Sorted by Time

Unchecked

(Off)

This setting

determines if the

system will use the

time setting in each

customer’s record to

organize them in

order.

Unchecked = The

customer lookup

displays the

customers in

alphabetical order

(Last name, First

name).

Checked = The

sorted order in the

customer lookup

uses the time field +

alphabetical order

(Time, Last name,

First name)
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Automatically Place

Decimal Point

Checked

(On)

This setting

determines if the

system will

automatically insert

the decimal in

numeric entry fields,

or if you have to

manually enter the

decimal point.

Unchecked = The

decimal is point is not

assumed.

Checked = The

decimal point is put in

place for you.
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Birthday W arning Checked

(On)

This setting

determines if the

system will display an

alert window if a

customer’s birthday

is within the birthday

window.

Unchecked = MM1

will not check the

customer’s birthday.

Checked = MM1 will

display an alert

window if the

customer’s birthday

is within the Birthday

W indow.

Birthday W indow Def = 7 This setting

determines how

close the customer’s

birthday has to be to

the current day

before a birthday

alert is displayed. 

The value is plus or

minus from the

current date.
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W arn when selling an

item with a Per Case

greater than 1

Checked

(On)

This setting

determines if the

system will display a

message letting the

user know if the item

being sold has a

quantity per case

greater than 1. 

These feature helps

when determining

whether or not to

reorder the item.

Unchecked = MM1

will not display a

warning message.

Checked = A warning

message will be

displayed if the

Quantity Per Case is

greater than 1.
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Scan for duplicate

customers when saving

Checked

(On)

This setting

determines if the

system will check for

duplicate customers

when you attempt to

save the customer,

ignoring linked

accounts.

Unchecked = MM1

will not check for

duplicate accounts.

Checked = Before

saving the account

MM1 will check to

see if the account

already exist.
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Misc Options:

Misc Options 2:

Misc Options 2

Option Default Value Description

Add Service Charge to

All Accounts Type A/B

Def = B This setting

determines which

calculation the

program uses when

calculating Service

Charges (percentage

based fees).  You

have a choice

between Type A and

B.
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Suggested % Down on

Contracts

Def = 0 This setting will

suggest a down

payment figure on a

contract sale.

Name Order on

Statements

Def = Last,

First

This setting

determines what

order the program

will display the

customer’s name on

the printed

statement.  Last

name, First name or

First name Last

name.

Invoice History Lookup

Order

Def =

Ascending

This setting

determines the order

the invoice history

lookup will show on

the customer lookup

screen.  Descending

from newest invoice

date to the oldest or

Ascending from

oldest invoice date to

the newest.
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Default Payment

Method

Def = Cash This setting

determines when

completing an invoice

what payment

method the program

will default to.  You

can choose between

Cash, Check, Credit

Card.

Physical Inventory

Backup Freq

Def = 5

Minutes

This setting

determines the

frequency of the

internal backup on

the physical inventory

screen.  This screen

will attempt to make a

copy of what you

have on the screen. 

This is in no way a

replacement for

manual backups.
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Misc Options:

Button Setup:

Button Setup

Select Button Style To

Use:

This option lets you choose the button

style and color that will be used

throughout the program.  You can

also choose one of the button themes

from this selection.
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Misc Options:

Program Links:

Program Links

W ebsite Name This is the name of the link that you

are adding to the MM1 software main

screen.  The Idea of setting up links is

to allow quick access to a website

from the MM1 program.

W ebsite Address This is the address of the link you

want to add to the program.
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Misc Options:

Custom Message:

Custom Message

Notes This is the default message that

appears on the customer’s invoice. 

This message can be changed when

completing an invoice.  Use this

message as an extra sales tool to

promote an item on special or just say

Thank You to your customers.  By

default this area is left blank.

Note Header This is the default header for the

notes section on the invoice.  The

default is “Notes:”
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PONum Header This is the default header for the

Purchase Order field on the invoice. 

The default is “PO#:”

Next Pay Msg This is the message that will be

printed on the Time Pay and XCR

invoices to indicate what the next

week’s payment amount should be. 

The default is “Next W eeks Minimum

Payment”.

Phone1 Header These are the phone number

headings that are printed on the

invoice.  The default values are,

“Bus#”, “Mobl#”, “Pgr#”.

Phone2 Header

Phone3 Header

Other Charge This is the heading that you associate

with your percentage bases fee.  See

Service Charge under Business

Information.  The default is “Service

Charge”
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Security Settings:
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Security Settings

Option Default Value Description

Activate Program

Security

Unchecked

(Off)

This setting will

activate the system

security.  Once

activated every time

the program is

started it will prompt

the user for a

password to enter.

Unchecked = The

program is

unsecured.

Checked = The

program will prompt

for a password

before allowing

access.
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Enter Password empty This field contains

the set password, if

one has been set.

Verify Password empty This field is not used

unless the password

is changed, at which

point re-enter the

password to verify

that it is correct.

Expire Passwords Unchecked

(Off)

This setting

determines if the

password will expire

after a certain

amount of time,

forcing the user to

create a new one.

Unchecked = The

password will not

expire.

Checked = The

password will expire

based on the amount

of time set in the next

field.

Expires After Def = 1 Month This field contains

the duration that a

password is valid.
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Email Setup:

Email Address & Password

Email Address Enter your complete email address

Password This is the password that you use to

access your email account.

SMTP Server Information

Server: This is the SMTP server information that

your email account uses to send emails. 

This information will be provided by you

email provider.

Port This is the port that your email uses to

process sent mail.
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Enable SSL This checkbox should be checked if your

email provider requires SSL.

Email Setup:

In order to use the email function in MM1, you will first need to have

a valid email address.

You can obtain an email account from Yahoo, Gmail, Outlook, or

many other email services. Once you have the email information

you will enter the email address in the email field.  You will then

need to enter the password information that is associated with this

email address.

SMTP Setup:

If you use Yahoo, Gmail or Outlook (Hotmail), you can press the

appropriate button to setup the SMTP Server information.

If you use a different email provider, you will need to obtain the

SMTP setup information from that provider.
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Custom Button Spacing:

This screen is provided so the user can adjust how the buttons on

the main window look, considering everyone’s screen looks

different.  On this screen you have options for:

• Horizontal Spacing – This is the spacing between the

columns, the default value is 100

• Vertical Spacing – This is the spacing between the rows, the

default value is 200

Button Keystroke Function

Accept F10 This button will save the changes

that were made and adjust the main

window accordingly.

Cancel Esc This button will close the window

without saving any of the changes.

Default F5 This button will change the settings

back to the default values.
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Account Status:

This screen allows you to add, edit, and delete customer account

statuses.  This screen can be accessed from the Utilities menu,

Setup, Account Status.  This feature is useful for grouping

customers together for a particular reason (ex. SKIP08 would be

customers who skipped out in 2008).  The program provides five

default statuses, Active, Inactive, Skip, MovedIN, and MovedOut. 

The default statuses can not be deleted or modified.

W hen the screen opens you will have these options:

Button Keystroke Function

Add Status Insert This button is used to add new

account statuses.

Edit Status Enter This button is used to modify

existing account statuses.

Delete

Status 

Delete This button is used to delete

existing account statuses.

Save F10 This button is used to save any

changes that were made.
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Exit Esc This button will close the window

without saving any changes.

Adding a new Status:

1. First you will need to click the button labeled “[Insert] Add

Status” or press the Insert key.

2. Then a “New Account Status” window will appear.  Here

enter the new status name you would like to add.

3. W hen you have finished entering the new name.  Click the

button labeled “[F10] Proceed” or press the function key

F10.  You will notice that the new status has been added to

the end of the list.

Editing an Existing Status:

1. First highlight the status that you would like to change. 

Remember the first five statuses can not be modified or

deleted.

2. Next click the button labeled “[Enter] Edit Status” or press

the Enter key.

3. Then a “Edit Account Status” window will appear.  Here

enter the new name for this status.

4. W hen you have finished entering the new name.  Click the

button labeled “[F10] Proceed” or press the function key

F10.  You will notice that the name has been changed.

Deleting an Existing Status:

1. First highlight the status that you would like to delete. 

Remember the first five statuses can not be modified or

deleted.  W hen a status is deleted, all customers that are

assigned to this status are reassigned to the default status

of Active.

2. Next click the button labeled “[Delete] Delete Status” or

press the Delete key.

3. Next you will get a warning screen asking “Are you sure you

want to DELETE status name?”.  Answer Yes, and the

status has been deleted.
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Any changes that were made to this screen are not permanent until

you press the “[F10] Save” button.

Tax Areas:

A tax area is an area that requires tax to be collected at a certain

rate; reported, and paid to the governing municipality.  In some

cases city or local municipalities might cross/cover more than one

county municipality making it necessary to divide the city/local

municipality into multiple tax areas.

To access the Tax Areas screen, go to the Utilities menu, Setup,

Tax Areas.  This screen allows you to add the different tax areas

you might encounter.  Divide the taxes in to their component parts if

necessary.  Change the tax rate if needed, and delete tax areas that

are no longer necessary.

W hen the screen opens you will have these options.

Button Keystroke Function

Save This button is used to save any

changes that were made.
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Delete This button is used to delete the

highlighted tax area.

Cancel This button will close the window

without saving any changes that

were made.

After setting up tax areas and generating invoice, you must be

aware that making changes in the tax rate will affect the sales tax

reports.  It is important not to change tax areas in the middle of

the week, make changes only after a weekly close.  If you must

change or delete tax areas, please do the following prior to making

the changes:

1. Request a tax report for that area up to the current date and

make a note of that date.

2. Do not request a tax report for the areas changed less than

or equal to the date in which the change was made.

Adding a new Tax Area:

1. First find the row in the table with the asterisk(*) in the row

indicator, and place the cursor in the Name column, and

enter the tax area name.

2. Press the Enter button on the key board to move to the next

column Rate, and enter the tax rate.  If you have Tax Break

Down turned off then proceed to step 6.

3. Press the Enter key to move to the State column and put in

the tax rate for the state.

4. Press the Enter key to move to the County (User defined

tax 1) column and put in the tax rate.

5. Press the Enter key to move to the Local (User defined tax

2) column and put in the tax rate.

6. Press the Enter key to move to the Other (User defined tax

3) column and put in the tax rate.  After you enter this tax

rate the program checks to see if the tax rates add up to the

tax rate for the line.
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7. Press the Enter key to move to the next line this will remove

the edit mode status for the line.

Editing an existing Tax Area:

1. First find the row in the table that contains the tax area you

want to change.

2. Click on the column that you want to change.

3. After changing the contents of that column, press the Tab

key on the keyboard until you get to next line.

Delete an existing Tax Area:

1. First highlight the tax area that you would like to delete.

2. Next click the button labeled “Delete”.

3. Next you will get a warning screen asking “Are you sure you

want to DELETE Tax Area name?”.  Answer Yes, and the

status has been deleted.

Any changes that were made to this screen are not permanent until

you press the “Save” button.
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Expense Accounts:

W ithin the normal operation of business you will have expenses,

MM1 provides a way for you to record these expenses.  To Access

the setup screen for expenses go to the Utilities Menu, Setup, and

Expense Accounts.  W hen you open this screen for the first time

you will find a list of default accounts:

• Fuel

• Truck Lease

• Truck Maintenance

• Supplies

• Office Supplies

• Office Equipment

• Meals & Entertainment

• Misc Expense

• Freight

• Insurance

• Telephone

• Postage

• Rent

• Bank Charges

• Advertising

• Tool Purchase
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On this screen you can modify any of the accounts listed or add

your own.  One important thing to note each account has an internal

account number that the program maintains.  This means if you

change the displayed Acct # column, MM1 will continue to associate

the previous history with this account.  If you want to disconnect the

history from this account, you will need to clear the account with the

“Clear Acct” button.

W hen the screen opens you will have these options.

Button Keystroke Function

Save This button is used to save any

changes that were made.

Clear Acct This button is used to clear any and

all account information, making it

reassign able.  This option

disconnects the account from

history.

Cancel Esc This button will close the window

without saving any changes that

were made.

Adding a new Expense Account:

1. First find the row in the table with the asterisk(*) in the row

indicator, and place the cursor in the Acct # column, and

enter the account number.

2. Press the Enter button on the key board to move to the next

column Description, and enter the account description.

3. Press the Enter key to move to the W eekly column and put

in the weekly budget for this account.

4. Press the Enter key to move to the Y-T-D column and put in

the amount spent year to date already..

5. Press the Tab key to move to the next line this will remove

the edit mode status for the line.

Editing an existing Expense Account:

1. First find the row in the table that contains the expense
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account you want to change.

2. Click on the column that you want to change.

3. After changing the contents of that column, press the Tab

key on the keyboard.

Delete an existing Expense Account:

1. First highlight the expense account that you would like to

delete.

2. Next click the record indicator for that account, the record

indicator is the arrow on the left hand side that points to that

line..

3. Now press the “Delete Key” on your keyboard.

Clearing Expense Accounts:

1. First find the row in the table that contains the expense

account you want to change.

2. Click on the that row.

3. Click the button labeled “Clear Acct”.

4. Next you will get a warning screen asking “Clear This

Account?”.  Answer Yes, and the account has been cleared,

and reassigned a new internal account number.

Any changes that were made to this screen are not permanent until

you press the “Save” button.
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Other Dealer Setup:

This section was provided as an advanced feature, but has become

a necessity for business.  In the Account Status section you were

introduced to the five default statuses; Active, Inactive, Skip,

MovedIn, and MovedOut.  This section will explain the use of

MovedIn and MovedOut statuses.

W ithin the operation of your business customers will come and go. 

Not all of the customers that leave will have a zero balance with you. 

Initially you might change the customers status to Skip, over the

course of time another dealer might call you about this customer

wondering if the customer is in good standing.  You can either

confirm this or let the dealer know that he owes you money.  In

which case you and the new dealer can arrange an agreement for

him to collect the rest of the balance owed.  After you have this set

up MM1 will store this information, and keep track of any and all

payments from this dealer.

Now some time has passed and come to find out that one of the

new customers on your route has a balance with another dealer. 

You decide to call that dealer and return the favor.  You can collect
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the remaining balance on his account.  After coming to an

agreement you can enter the dealer that you are collecting for and

the agreed upon collection fee.  At this point MM1 will keep track of

all monies that belong to the other dealer until you send him a

payment.

This first situation is a MovedOut account status.  He has moved out

of your area but moved into another area.  The second situation is a

MovedIn account status.  The customer has moved into your area

and moved out of the other dealers area.  To access the setup of

this feature go to the Utilities Menu, Setup, and Other Dealer Setup.

Other Dealer Lookup Screen:

This first window that is displayed is the Other Dealer

Lookup screen.  This screen contains a list of dealers you

have setup in your system.  On this screen you have these

options.

Button Keystroke Function

Add Dealer Insert This button is used to add new

dealers to the MM1 System.

Edit Dealer Enter This button is used to edit existing

dealers in MM1

Undelete

Dealer

Alt-D This button unmarks a dealer for

delete.

Delete

Dealer

Del This button marks a dealer for

delete

Save F10 This button will save any and all

changes made.

Exit Esc This button will close the window

without saving.

Other Dealer Setup screen:
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The second screen in this section displays specific information

about the Dealer.  On this screen you have these options.

Button Keystroke Function

View Old

Receipts

F6 This button provides a way of

viewing receipts of previous pay

outs.

Add

Customer

Insert This button will allow you to add a

customer to the currently select tab

(MovedIn\MovedOut).

Undelete

Customer

Alt D This button unmarks a customer for

delete from the dealers list.

Delete

Customer

Del This button marks the customer for

delete from the dealers list.

Save F10 This button will save any and all

changes made.

Exit Esc This button will close the window

without saving.

Adding a new Dealer:

1. First click the button labeled “[Insert] Add Dealer” or press

the key Insert on the keyboard.

2. Next the Other Dealer Setup screen will display.  Here enter

the dealers name.

3. Next determine if the dealer is active, inactive dealers are

listed at the bottom of the list of dealers.  These are dealers

that you no longer collect from.

4. Next enter the dealer’s contact information.

5. Next you need to enter customers in the Moved In and

Moved Out sections, this is optional.  For this follow the

steps for Adding Moved In/Out Customers.

6. Once you have entered all the information for this dealer,

click the button labeled “[F10] Save”.
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Editing an existing Dealer:

1. On the Other Dealer Lookup screen, highlight the dealer

that you want to change.

2. Click the button labeled “[Enter] Edit Dealer”.  This will open

the Other Dealer Setup screen.

3. Now make any changes to the dealer information.

4. Once you have finished making changes click the button

labeled “[F10] Save”.  You will notice that the dealer

information will reflect the changes that you made.

Deleting an Existing Dealer:

1. On the Other Dealer Lookup screen, highlight the dealer

that you want to delete.

2. Click the button labeled “[Del] Delete Dealer”.  This will turn

the background color for that line red.

3. To complete the process, click the button “[F10] Save”. 

Now the dealer is permanently deleted.

Adding Moved In/Out Customers:

1. On the Other Dealer Setup screen (if you are not at this

point follow the directions for editing an existing Dealer)

Click on the tab that you want to add customers to Moved In

Customers or Moved Out Customers.

2. Click the button labeled “[Insert] Add Customer” or press the

Insert key on the keyboard.

3. The Select Account window is displayed, on this window

you have multiple ways of selecting the customer account. 

Type in the customers account number if you know the

number.

– or – 

Click the button labeled “[F2] Search by Name” and find the

customer in the list.

– or – 

Click the button labeled “[F3] Search by Stop” and find the

stop that customer is associated with.  Then select the

customer from the customers in that stop.
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– or – 

Click the button labeled “[Alt A] Add Customer” and follow

the steps for adding a new customer in the section on

Add/Edit Customers.

4. Once you have the customer in the grid, you can now

change the percent retained (Moved In) or percent received

(Moved Out), and the YTD figures on the account

5. If you have more customers to add go back to step 2 and

repeat the process as many times as necessary.  Otherwise

click the button labeled “[F10] Save”.  This will save the

changes you have made.

Removing a customer from a Dealer:

1. On the Other Dealer Setup screen (if you are not at this

point follow the directions for editing an existing Dealer)

Click on the tab that you want to remove customers from

Moved In Customers or Moved Out Customers.

2. Next Highlight the customer that you want to remove from

the dealer.

3. Click the button labeled “[Delete] Delete Customer” or press

the delete key on the keyboard.

4. Now the background color for that customer has turned red. 

This indicates that the customer will be removed when you

save the dealer.

5. Click the button labeled “[F10] Save” or press the F10 key. 

The customer has been removed from the dealer.
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Inventory Groups:

Inventory groups are provided as way of separating the inventory

into different source warehouses.  To access this screen go to the

Utilities Menu, Setup, and Inventory Groups.  The program provides

three default groups, Cornwell, Special, and Other.

W hen the screen opens you will have these options:

Button Keystroke Function

Add Group Insert This button is used to add new

inventory groups.

Edit Group Enter This button is used to modify

existing inventory groups.

Delete Group Delete This button is used to delete

existing inventory groups.

Save F10 This button is used to save any

changes that were made.

Exit Esc This button will close the window

without saving any changes.
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Adding a new Group:

1. First you will need to click the button labeled “[Insert] Add

Group” or press the Insert key.

2. Then a “New Group” window will appear.  Here enter the

new group name you would like to add.

3. W hen you have finished entering the new name.  Click the

button labeled “[F10] Proceed” or press the function key

F10.  You will notice that the new group has been added to

the end of the list.

Editing an Existing Groups:

1. First highlight the group that you would like to change.

2. Next click the button labeled “[Enter] Edit Group” or press

the Enter key.

3. Then a “Edit Group” window will appear.  Here enter the

new name for this group.

4. W hen you have finished entering the new name.  Click the

button labeled “[F10] Proceed” or press the function key

F10.  You will notice that the name has been changed.

Deleting an Existing Status:

1. First highlight the group that you would like to delete.  W hen

a group is deleted all items assigned to that group are

reassigned to the default group, Group 1.

2. Next click the button labeled “[Delete] Delete Group” or

press the Delete key.

3. Next you will get a warning screen asking “Are you sure you

want to DELETE group name?”.  Answer Yes, and the

group has been deleted.

Any changes that were made to this screen are not permanent until

you press the “[F10] Save” button.
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Change Dates:

A window to change dates will appear when you select this category

form the Utilities, Setup menu.  As mentioned in the MM1

Customization Section, “Dates Out Of Range”.  It is recommended

that you refrain from changing any dates before closing the week.



Section 3

117

Change Font:

This option allows you to change the font and font size that the

program displays on the screen.  Changing this from the default can

sometimes produce undesirable results.  You may need to try

different sizes and fonts to find a satisfactory look for you.
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SECTION 4 – Entering Data

Stops Add/Edit:

Defining Your Route:

W hat is a Route?

A route is a specific itinerary, round, or number of stops regularly

visited by a person in the performance of his or her work or duty.

W hat is a Stop?

A stop is a place where you will conduct business with customers.

A good, well defined route is the backbone of any tool dealer’s

business, and Stop Add/Edit provides a way of entering your route. 

Now before you start entering your stops, there are a few things you

will want to consider.  

• The first and probably the most important, is planning your

route.  W hen you plan your route, you will want to consider

location, Location, LOCATION, meaning where is the stop

located?  W here is it located in reference to other stops? 

How is it situated on the street (avenue, block, etc.)?

• Next you will want to consider time, how long will it take you

to complete your route on any given day, and will the stop

be open when you get there.  This is something you will

constantly adjust.  W hen you first start out it will probably

take longer to complete your route, but as time progresses

you will slip into a comfortable routine.

• The next thing you will want to consider, what are your tax

areas and which stops are in which tax area.  Some dealers

will have only one tax area, others will have multiple tax

areas depending on how large your territory is.  It is very

important that you setup your tax areas properly, you will

need them later to pay your sales tax (in some places tax is
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collected on money collected).

• Lastly you will want to consider program limitations.  MM1

has a limitation of 99 stops per day.  The 99 Stop limit

should give you plenty of space to add and delete stops.

You will find that a well structured route will not only save you time

but money.  Now that you have your route laid out on paper you are

ready to enter them into MM1.

NOTE: Before you can add any stops you must enter at least one

valid Tax Area.
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The Stop Add/Edit screen provides several features to help

customize your route.  Like many of the other screens in MM1 you

can add, edit and delete stops.  You can also move stops, and

recover deleted stops.  These features will be explained later.

W hen you first open this screen, on the left hand side you will see a

list of all the stops divided by day, Monday thru Sunday.  Toward the

bottom of the display you will find, entries for “Recently Deleted

Stops” and “Deleted Stops”.  These two entries contain stops that

were deleted in this session, or in previous sessions (these two

entries will be discussed in further detail later).  Clicking on any of

the stops or days, will automatically load the list of stops for that day

in the display on the right hand side.

On the right hand side of the screen, at the top you will find seven

buttons with the days of the week.  These buttons allow you to

switch to a different day, changing the contents of the grid below to

list the stops for that day.  

Below the days of the week you will find a grid containing a detailed

listing of the stops on that particular day.  This display contains the
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stop number, name, address, and phone number.

Just below the grid you will find seven more buttons.  These buttons

provide the functionality for the screen.

Button Keystroke Function

Search by

Name/List by

Route

This button will toggle between

listing the stops by name or by

placement on the route.

Edit Stop Enter This button allows you the ability to

modify the stop’s information i.e.

stop name, address, phone

number, contact person, etc.

Add Stop Insert This button provides a way of

adding stops to the route, and

storing pertinent information.

Move Stop Alt-M This button allows you to change

the placement of the stop to another

location.

Delete Stop F5 This button provides a way of

deleting a stop on the route.

Save F10 This button allows you to save any

changes that you make to the route.

Close Esc This button closes the screen

without saving any route changes.

NOTE: Any changes made to the route must be saved by pressing

“[F10] Save” button, otherwise the route will revert back to it

original state.  This does not pertain to changes made

directly to the stop, any stops that were modified will retain

any changes made.
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Adding a new stop:

1. First you will need to select the day to add the stop to.  You

can select the day on the left hand side of the screen or find

the appropriate day button at the top of the screen.

2. Click on the button located at the bottom of the screen

labeled “[Insert] Add Stop” or right click on the grid and

choose “Add” from the popup menu.

3. Next you will see the Add/Edit Stop window, here you will

have the opportunity to enter the stop information (name,

address, city, state, zip code, telephone, contact, and tax

area).

4. W hen you have completed this information, Click “[F10]

Save” to save the stop and continue with the stop creation,

or “[Esc] Close” to abort the add.

5. After saving the stop you will be prompted to add an

account for the stop (this part is optional and has no baring

on the stop creation).  If you choose to create and account

answer yes and select the account type.  The program will

create the account using the information supplied for the

stop.

6. The new stop has been created, and placed at the end of

the current day.

Editing a stop:

1. First you will need to select the day the stop is located on. 

You can select the day on the left hand side of the screen or

find the appropriate day button at the top of the screen.

2. Now highlight the stop in the list, and click “[Enter] Edit

Stop” or right click on the grid and choose “Edit” from the

popup menu.

3. Next you will see the Add/Edit Stop window, here you will

have the opportunity to modify the stop information (name,

address, city, state, zip code, telephone, contact, and tax

area).

4. W hen you have completed this information, Click “[F10]

Save” to save the stop, or “[Esc] Close” to abort the

changes.
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Moving a stop within a day:

1. First you will need to select the day the stop is located on. 

You can select the day on the left hand side of the screen or

find the appropriate day button at the top of the screen.

2. Now highlight the stop in the list, and click “[Alt M] Move

Stop” or right click on the grid and choose “Move Stop” from

the popup menu.

3. Now use the up and down arrow keys on the keyboard or

click the new position with the mouse to place the highlight

in the correct location.

4. Now click “[Alt M] Place Stop” or right click on the grid and

choose “Place Stop” from the popup menu, this will

reposition the stop to that location, and remove the special

highlight, or click “[Esc] Abort Move” to place the stop back.

– or –

You can use the drag and drop feature, by left clicking on

the stop you want to move and drag it to the new position.

Moving a stop to another day:

1. First you will need to select the day the stop is located on. 

You can select the day on the left hand side of the screen or

find the appropriate day button at the top of the screen.

2. Now highlight the stop in the list, and click “[Alt M] Move

Stop” or right click on the grid and choose “Move Stop” from

the popup menu.

3. Now select the day on the left hand side of the screen or

find the appropriate day button at the top of the screen. 

This will place the stop at the end of the list of stops.

4. Now use the up and down arrow keys on the keyboard or

click the new position with the mouse to place the highlight

in the correct location.

5. Now click “[Alt M] Place Stop” or right click on the grid and
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choose “Place Stop” from the popup menu, this will

reposition the stop to that location, and remove the special

highlight, or click “[Esc] Abort Move” to place the stop back.

– or –

You can use the drag and drop feature, by left clicking on

the stop you want to move and drag it to the new position.

– or –

Right click on the stop you want to move to another day,

choose “Send”.  Another menu will slide out to the side,

here select the day you want to send the stop to.

Deleting a stop:

1. First you will need to select the day the stop is located on. 

You can select the day on the left hand side of the screen or

find the appropriate day button at the top of the screen.

2. Now highlight the stop in the list, and click “[F5] Delete Stop”

or right click on the grid and choose “Delete” from the popup

menu.

3. Next you will see a delete confirmation screen, answering

“Yes” will place this stop in the recently deleted stops (Stops

can not be deleted if they contain customers).

Recovering a stop recently deleted:

On the left hand side of the screen you will find the route listing.  At

the bottom of the list you will find “Recently Deleted”, select this

entry.  Now find the stop that you want to recover.  Then follow the

steps for moving a stop to another day.

Recovering a deleted stop:

Recovering a stop that was deleted previous to this session is
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similar to recovering a “Recently Deleted” stop.  The only difference

you will need to edit the stop name.

Changing the tax rate for a Stop:

If you are just changing the tax area for a stop you would follow the

steps for Editing a Stop.  If the tax rate has changed for a tax area,

this information is cover in the section about Tax Areas.
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Add/Edit Customer:

Customer maintenance is probably just as important as inventory

control.  W ithout inventory you have nothing to sell, likewise without

customer you have no one to sell to.  In MM1 you are provided with

a way of adding new customers/accounts, editing and deleting.  You

also have a way of linking accounts together under one customer.

Before we go any further let’s explain that, a customer is the

physical person you see on your route, an account is the customer’s

information stored in the MM1 system.  A customer can have up to

four different accounts.  These accounts are listed below.
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Type Description

Time Also known as TP, Time Pay, or Time

Payment.  This account type will use the

default settings on the options screen for

suggested payment and weeks turn.  These

settings can be modified on an account by

account basis.

Open This account type does not use the number

of weeks turn or suggested pay fields.  The

suggested payment for this account is as

suggested open.

Cont This account type does not use the number

of weeks turn or suggested pay fields.  For

a detailed explanation of how to use a

contract account, see Handling Contract

Accounts.

XCR Also known as SA, or Service Agreement.

This account type will provide a calculation

screen for suggested payments, using the

suggested payment and weekly turn a little

different than the Time account does.  For

more information see Handling XCR Sales.

PRVT This account type is not used at this time. 

It is reserved for future use.  If you

converted your system from a Cornwell

system this was the Tech Credit Account.

To access the Add/Edit Customer screen go to the Accounts menu,

and Add/Edit Review.  The first screen that is displayed is the Select

Account window.  From here you have these options.
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Button Keystroke Function

Enter Enter This button will load the account

that is represented by the number

type in next to Account number.

Add

Customer

Alt-A This button will start the process of

adding a customer.  The Add/Edit

Customer screen will display as an

empty slate.

Search by

Name

F2 This button will display the

Customer Lookup screen in

alphanumeric order by last name.

Search by

Stop

F3 This button will display the Stop

Lookup first and then display the

customer lookup for the chosen

stop.

The Add/Edit Customer screen is the electronic entry form for

maintaining customers in MM1 and your business.  This screen is

divided into five sections.

1. Customer Account

2. Mailing Address

3. Account Information

4. Miscellaneous Information

5. Command Buttons/Features

Customer Account

Field Description

Account # This field holds the customer account

number.  This is READ ONLY.
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Balance This field holds the customer’s balance. 

This field is also READ ONLY.

Last Name These fields are provided for the first and

last name of the customer, at least one

them needs to be filled in before you can

save.
First Name

Type This field contains what type of account it

is; Time, Open, Cont, XCR, and Tech

(Cornwell Only).

Status This field contains the status of the

account; Active, Inactive, Skip, Moved In,

Moved Out, or any user-defined statuses

you might add.  See Account Status

Stop This field is READ ONLY, and contains the

stop assigned to this customer.  The stop

can be change from the Change Stop

button.

Time This field contains an estimated time to see

this customer.  This field is use to organize

the customers in a shop.

Other Acct

Balances

These fields are READ ONLY, and provide

a picture of the customer’s other accounts

and balances.

Mailing Address

Field Description

Street These fields contain the mailing address for

the customer.
City
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State

Zip

Home # This field contains the customer’s home

phone number.

Cell # This field contains the customer’s cell

phone number.

email This field contains the customer email

address.

Street These fields contain an alternate/secondary

mailing address.
City

State

Zip

Comment This field is used for any comments you

might want to put on the customer.

Account Information

Field Description

Sug Pay This field is only available on Time, XCR,

and Tech account types.  It provides a

place to store the customers suggested

payment.  This field is READ ONLY on

Tech Credit Accounts.

Past Due This field contains the past due amount, the

amount the customer owes you from

skipped or short payments.
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Last Purch This field holds the last time the customer

made a purchase.

Last Pay This field holds the last time the customer

made a payment.

Last Stmnt This field holds the last time you created a

statement for the customer.

Interest From This field holds the date to charge interest

from.  This field is updated on purchases

and payments.

W eek Turn This field holds the weekly turn that the

program will use to recalculate the suggest

payment.  This field is only available on

Time, XCR, and Tech account types.  This

field is READ ONLY on Tech accounts.

Next Pay on

Invoice

This option determines if the customers

New W eeks Payment shows up on the

printed invoice.

Print Statement This field is used when processing batch

statements, if this field is checked, in batch

mode the program will print a statement for

this customer.

Service Charge This field determines if the program will add

a service charge to this account in batch

mode.

Automatically

Apply XCR Charge

This field if checked will automatically apply

the XCR Service Charge to the account

when accessed.

Customer Tax

Exempt

This field if checked will make the account

tax exempt.
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YTD Purch This field holds the year to date purchase

amount.

YTD Pay This field holds the year to date payment

amount.

Prev Purch This field holds the previous year to date

purchase amount.

Prev Pay This field holds the previous year to date

payment amount.

Misc Acct Info This field is free form and can be use for

any other account miscellaneous

information.

Miscellaneous Information

Field Description

Social Sec # This field holds the customers social

security number.

Driver Lic# This field holds the customer driver license

number.

Spouse Name This field holds the customers spouse’s

name.

Bank Name This field is used to store the name of the

customer’s bank.

Prev Dealer This field holds the name of the customer’s

previous tool dealer.

Prev Emplyr This field holds the name of the customer’s

previous employer.
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Date Emplyd This field holds the date the customer

started working for this employer.

Birth Date This field holds the customer’s birth-date.
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Contract #1 These fields will hold any contract numbers

you might have with the customer.

Contract #2

Contract #3

Button Keystroke Function

Change

Stops

F2 This button provides a way of

selecting the customer’s stop.

Delete

Customer

Alt-F5 This button provides a way to delete

the current customer account.

Invoices F6 This button will list all current

customer Invoices.

Change

Balance

F7 This button will allow you to change

the customer’s balance.  It will also

create an invoice indicating the

balance change.

Print Account F8 This button will provide a way of

printing the customer’s information,

when you select Brief or Detailed,

and a list of invoices between the

dates provided.

Link Account F9 This button will link two accounts

together, whether new or existing.

Switch

Account

Ctrl-F9 This button allows you to switch

between different account types for

this customer.
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Unlink

Account

Alt-F9 This button will break the link

between account types.

Customer

Service

Notes

Alt-U This button displays any customer

service notes this customer might

have.

Save

Customer

F10 This button will save the current

customer account.

Credit App Alt-C This button provides a way of

creating a credit application for the

customer.  This option is used

mostly on Tech Credit customers.

Statements Alt-S The button will list the dates and the

balances associated with

statements that were sent to the

customer.

Price

Adjustment

Alt-P This button provides a way of

setting a price multiplier for an

individual customer.

Customer

Letters

Alt-L This button provides a way of

printing customer letters.

Customer

Notes

Alt-N This button provides a way of

editing customer popup notes (the

notes popup on Generate Invoices).

Stored Credit

Cards

Alt-R This button displays a screen where

you can store customer credit

cards.

Print Account

Transfer

Alt-T This button will print an account

transfer form.
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Other Dealer Alt-D This button will setup the other

dealer information for a

MovedIn/MovedOut customer.

BO/Need Alt-B This button will display the

customer’s BO/Need items.

Cancel Esc This button will close the customer

account window without saving any

information.
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Handling Contract Accounts:

Contract account types are used for customer accounts whose

balance is being sold to a finance company.

Below is an example of a typical contract sale and payment.

Refer to this example as needed.

Your customer wants to purchase a tool box and wants to finance it

using an approved finance company.

The ticket total is $1200.00.

You are going to collect a $200.00 down payment from your

customer on completion of the sale.

The customer will be financing $1000.00 with the finance company.

1. Create or bring up the customers Contract account.  DO

NOT USE ANY OTHER ACCOUNT TYPE OTHER THAN

CONTRACT.

2. Create the credit application if needed.  If the finance

company requires an invoice showing quantity, description

and price of the items, create an Invoice in Progress for the

purchase.  Submit the required documents to the contract

company for approval.  

3. After contract is approved, complete the sale by recalling

the Invoice in Progress and totaling the ticket.  Remember

to receive the $200.00 down payment at this time.

4. W hen the finance company payment is received, choose

Contract Payments, select the customer that the payment is

to be received and receive the payment as in the following

example.
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Amount Description

Contract

Total

$1000.00 This is the total of the customers

financed balance amount.

Received $850.00 This the amount of the check or the

credit received form the finance

company less any discounts and

hold back fees.

Discount $150.00 This is the total of fees retained by

the finance company.  The

customer balance will be 0 for this

contract.  If any hold back money is

returned it will be received from the

contract company.

5. Press on the text box and select the method of payment.

The weekly and Year to Date totals will be printed with the weekly

report.

NOTE: Contract accounts differ from any other account type.  The

only time that you receive money using the [T] for total is at

the time of the initial sale.  This is for accepting down

payments.  All other payments on this account will be

processed through the contract payments screen.

Creating a contract account: 

Choose Add/Edit/Review from the Accounts heading.  Add a new

account.  Fill in all required information and select CONT for the

account type.  Fill out all the customer fields including phone

numbers, social security number, birth date and drivers licence

number.  Some of the data fields are mandatory if you want to fill out

a credit application.

You will have a few more selections available while creating a
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contract account.

After entering all the necessary information you can create a credit

application by clicking on Credit App.

The credit application screen will appear.  If you are missing

important information on the account screen the system will prompt

you to fill in any missing data before continuing.  

Fill out all of the necessary fields in the application.  Fields marked

with an (*) and in RED are required fields to process the application

correctly.

  

NOTE: The credit company needs the application completed with

all mandatory fields in order to process!

W hen finished you can choose to print the application or

store it to print later.  This application information will be

stored with the account.  If you don’t have time to complete

the application in one sitting or the information is not

available, you can recall it and finish it at any time.

Processing a Contract Sale:

After setting up your account you are ready to proceed.  If you are

submitting the credit application you will need to include a list of the

items that your customer is planning to purchase.  The

recommended way to create this list is to create an invoice in

progress (explained in your manual under Generate Invoice).

Create an invoice for the items that you are selling on contract. 

However, instead of totaling the invoice, use the [F9]or IIP button to

store the invoice and print an invoice in progress for the items.  You

will submit this list with the application.

W hen the application is approved and you are ready to complete the

sale, you will need to process the Invoice in Progress.  The following

will explain how to proceed.

Select the account and bring them up on the invoice screen.  Press

the [F9] key / IIP button to recall the Invoice in Process. 

Make any changes to the invoice if necessary and press [T] to total
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the invoice.  Enter any down payment in the Received On Account

space.  Your system will know that it is a down payment and include

it in your completed business.  The system only enters the received

on acct. amount into completed business on the initial transaction. 

All payments received on this account whether in the form of credits

or checks will be received through the Contract Payments screen.

Notes on Contract Account Payments:

You should only update a contract customers balance by receiving

contract payments.  If you have a payment come in on a deleted

account or you had previously changed the customers balance, you

will need to use “Contract Payment Received - No Customer”.

A few common questions regarding contract accounts.

Q. W hat happens to my down payment taken from the

customer?

A. The down payment taken at the time of a contract sale will

become collected funds and completed business at the time

of the sale.

Q. How do I collect the remaining balance and what do I do

with the hold back/discount fee that the contract company

charges me?

A. To collect the remaining balance you use Contract

Payments from the Menu under the INVOICING heading.  

Q. W hy is the hold back/discount taxable as collected money.

A. Because you are still liable for the sales tax on the entire

sale.
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Handling XCR Accounts:

Extended Credit agreements are referred to as XCR accounts. 

These accounts are not figured in TP turn. 

Below is an example of a typical XCR sale.  Refer to this example

as needed.

Your customer wants to purchase a tool box and you have agreed

to personally finance his account.

The ticket total is $1200.00.

You are going to collect a $200.00 down payment from your

customer on completion of the sale.

You are holding $1000.00 plus an agreed upon service fee on

account for him.

1. Load the customer’s account on Generate Invoices.

2. Add all of the items the customer wants to purchase.

3. On a blank line click the button labeled “[Alt-S] Service

Charge”.  Enter you can enter the amount or proceed to the

calculation screen.  For More information go to XCR Report.

4. Once you have the agreed upon amount on the invoice

finish the invoice off.  MM1 will store the agreed upon

settings, suggested payment and weekly turn.
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Customer Correspondence:

The Customer Correspondence screen centralizes keeping in

contact with customers.  This screen provides access to these

options:

Report Description

List Accounts This option provides you with a list of

accounts filtered by account type and

status.

Statements This option produces single or batch

statements for your customers.

Tax Statements This option produces individual or batch tax

statements for your customers.

Print Letters This option creates customer letters that

can mailed to your customers.

Mailing Labels This option creates mailing labels for your

customers, or return labels for yourself.
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List Accounts:

This report produces a list of customers based on the selections you

choose.

1. After selecting List Accounts you will be prompted to select

the account status and type.  To do this place a check mark

in the corresponding box.

2. The next screen prompts you for the sort order, you can

choose between; Last Name, Balance, Last Purchase Date,

Last Payment Date, YTD Purchase Amount, YTD Payment

Amount, Phone Number, Account Number, Route.  Highlight

the order you prefer and click “[F10] Proceed”.

3. The next screen determines how many lines of detail to print

on the report.  Click “[F10] Proceed” to continue.

4. The program produces the report.

Statements:

This selection will generate customer statements that can be used

for billing purposes, or a simple reminder.  This option allows you to

generate the statements for a single customer or multiple

customers.
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Single Statement:

After selecting Statements you will have several options for

producing a single statement.

1. Enter the customer account number in the input

field, and click the Enter key on the keyboard.

– or – 

Click the button labeled “[F2] Search by Name. 

This will produce a list of customers sorted by last

name.  Highlight the customer you want and click

“[Enter] Select  Customer”.

– or – 

Click the button labeled “[F3] Search by Stop.  This

will produce a list of stops to select from.  Once you

have selected the stop you will be presented with a

list of customers in that stop.  Highlight the

customer you want and click “[Enter] Select

Customer”.

2. Next you will be presented with a verification

window.  This window will display the customer’s

name, balance, and the last 12 statement dates and

balances.  If this is the correct customer click the

button labeled “[F10] Proceed”.

3. The next window is the Terms and Comments

window.  Here you will

a. Select the starting date of the statement,

b. Select any comments that you would like to

place on the statement,

c. And select any terms (conditions of

payment) to display on the statement.

4. Once you have everything selected click the button
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labeled “[F10] Proceed”

This will produce the statement for a single customer.

Multiple Statements (Batch):

To generate multiple statements at the same time (this is

considered batching) follow the directions below.

1. Click the button labeled “[F4] Batch”

2. The next window is the Terms and Comments

window.  Here you will

a. Select the starting date of the statement,

b. Select any comments that you would like to

place on the statement,

c. Select any terms (conditions of payment) to

display on the statement,

d. Select whether to print statements for

accounts with a zero balance,

e. And Select whether to print statements only

for those customers that have Statement =

‘Y’

3. Once you have everything selected click the button

labeled “[F10] Proceed”

4. The next window provides a choice of which

accounts to select based on account type and

status.  Select only the ones that you want by

putting a check next to it.  Once you have

completed that click the button labeled “[F10]

Proceed”

This will produce statements for the accounts that match the

filters set.

Terms and Comments:
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This window also provides the ability to modify the list of

Terms and Comments.  In the tables for each you will find

buttons for Add, Edit, and Delete.  These buttons provide

some flexibility with each section.

Tax Statements:

This selection will generate customer tax statements that can be

used for tax reporting purposes.  This option allows you to generate

tax statements for a single customer or multiple customers.

Single Statement:

After selecting Tax Statements you will have several options

for producing a single statement.

1. Enter the customer account number in the input

field, and click the Enter key on the keyboard.

– or – 

Click the button labeled “[F2] Search by Name. 

This will produce a list of customers sorted by last

name.  Highlight the customer you want and click

“[Enter] Select  Customer”.
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– or – 

Click the button labeled “[F3] Search by Stop.  This

will produce a list of stops to select from.  Once you

have selected the stop you will be presented with a

list of customers in that stop.  Highlight the

customer you want and click “[Enter] Select

Customer”.

This will produce the statement for a single customer.

Multiple Statements (Batch):

To generate multiple statements at the same time (this is

considered batching) follow the directions below.

1. Click the button labeled “[F4] Batch”

2. The next window provides a choice of which

accounts to select based on account type and

status.  Select only the ones that you want by

putting a check next to it.  Once you have

completed that click the button labeled “[F10]

Proceed”

3. The next screen prompts you for the sort order, you

can choose between; Last Name, Balance, Last

Purchase Date, Last Payment Date, YTD Purchase

Amount, YTD Payment Amount, Phone Number,

Account Number, Route.  Highlight the order you

prefer and click “[F10] Proceed”.

This will produce statements for the accounts that match the

filters set.

Print Letters:

This selection will produce customer letters that can be mailed out. 

This section only allows for multiple letters, to print a single letter,
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this is available on the Add/Edit Customer screen.

To produce these letters, select Print Letters and follow the

directions below.

1. The next window provides a choice of which accounts to

select based on account type and status.  Select only the

ones that you want by putting a check next to it.  Once you

have completed that click the button labeled “[F10] Proceed”

2. The next window provides you with a selection window of

letter templates.  By default you will have 1stSkip, 2ndSkip,

and 3rdSkip, this window will also list any other letters you

have created.  Select the letter that you would like to send

and click the button labeled “Open”

This will produce the desired letters.
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Mailing Labels:

This selection will generate mailing labels to be used with any of the

previous selections or alone.  This screen will allow you to add

customers one at a time or multiple customers, stops, return labels

or custom labels.

Adding Single Customers:

Enter the customer account number in the input field, and

click the Enter key on the keyboard.

– or – 

Click the button labeled “[F2] Search by Name.  This will

produce a list of customers sorted by last name.  Highlight

the customer you want and click “[Enter] Select  Customer”.

– or – 

Click the button labeled “[F3] Search by Stop.  This will

produce a list of stops to select from.  Once you have
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selected the stop you will be presented with a list of

customers in that stop.  Highlight the customer you want

and click “[Enter] Select Customer”.

Adding Multiple Customers:

Click the button labeled “[F4] Batch by Status/Type”.  This

window provides a choice of which accounts to select based

on account type and status.  Select only the ones that you

want by putting a check next to it.  Once you have

completed that click the button labeled “[F10] Proceed”

– or – 

Click the button labeled “[F5] Batch by Shop”.  This option

displays the Stop Lookup, select the stop that contains the

customers that you want to add to the list.  Once you have

the stop highlighted click the button labeled “[Enter] Select

Stop”

– or – 

Click the button labeled “[F6] Batch by Day”.  This option will

display a window listing the days of the week.  Select the

day of the week that you want to added the customers for. 

Once you have the day select click the button labeled “[F10]

Proceed”

Adding Stops Address:

Click the button labeled “[F7] One Stop”.  This option will

display the Stop Lookup window.  Select the stop that you

want to add to the list.  Once you have the stop highlighted

click the button labeled “[Enter] Select stop”

– or – 

Click the button labeled “[F8] Batch Stops by Day”.  This

option will display a window listing the days of the week. 
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Select the day of the week that you want to add the stops

for.  Once you have the day selected click the button

labeled “[F10] Proceed”

– or – 

Click the button labeled “[F9] Batch All Stops”.  This option

will add all of the stops listed on the working days.

Other Address:

Click the button labeled “[Alt R] Return Labels”.  This option

will prompt you for how many return address labels you

need.  Once you have enter the amount click the button

labeled “[F10] Proceed”.

– or – 

Click the button labeled “[Alt C] Custom Label”.  The Enter

Quick Address window opens, here enter the address

information.  Once you have all of the information entered

click the button labeled “[F10] Accept”

Once you have all of the labels in the list that you want to print click

the button labeled “[F10] Process Labels”.  The next window

provides of choice of different label templates.  Click the button

labeled “Open”.  
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Yearly History:

NOTE:  Yearly History is used to review customer history (accounts

and invoices) from previous years.  This section of the program will

only display years prior to 2008.  If you started using the program

in 2008 or later, this section is not used.

To view previous years history first you must select the year you are

interested in, from the drop down list.  Next you will need to select the

account to view.  There are 3 ways to select the customer account.

Button Keystroke Function

Enter Enter This button will load the account that

is represented by the number typed

in next to Account number.

Search by

Name

F2 This button will display the Customer

Lookup screen in alpha-numeric

order by last name.
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Search by

Stop

F3 This button will display the Stop

Lookup first and then display the

customer lookup for the chosen

stop.

The Add/Edit Customer is the same as the one in Add/Edit/Review

with the same entry fields.  The options on this screen are limited to

five buttons.

Button Keystroke Function

Invoices F6 This button will list all customer

Invoices for the selected year.

Print Account F8 This button will provide a way of

printing the customer’s information,

when you select Brief or Detailed,

and a list of invoices between the

dates provided.

Statements Alt-S The button will list the dates and the

balances associated with statements

that were sent to the customer.

Stored Credit

Cards

Alt-R This button displays a screen where

you can store customer credit cards.

Cancel Esc This button will close the customer

account window without saving any

information.
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Customer Notes:

This feature is a report that will print all of the customer notes for the

selected day.  On this screen select the day, then click the button

labeled “[F10] Print”.

Button Keystroke Function

Print F10 This button will create a printout of

the selected days customer notes.

Close Esc This button will close this window.
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Add/Edit BO & Needs:

This screen provides a place to maintain customer BO/Needs.  On

this screen, you select the account and which list to manage

(BO/Needs).  There are four ways to select an account to work on.

Button Keystroke Function

Enter Enter This button will load the account that

is represented by the number typed

in next to Account number.

Cash

Customer

C This button will display the

BO/Needs items assigned to cash

customers.

Search by

Name

F2 This button will display the Customer

Lookup screen in alpha-numeric

order by last name.

Search by

Stop

F3 This button will display the Stop

Lookup first and then display the

customer lookup for the chosen

stop.
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To switch between Backorder/Need Items, click the button labeled.

Button Keystroke Function

Customer

Backorders

Alt-B This button will switch to the

customer’s backorder list.

Customer

Needs

Alt-N This button switches to the

customer’s needs list.

Once you select the account the ” Customer Backorder and Needs

For:” window will display the a list of BO/Need Items that the

customer has requested.  On this screen, these options are available.

Button Keystroke Function

Add Alt-A This button provides an entry screen

to add new items to BO/Needs list.

Edit Alt-E This button provides an entry screen

to edit the values for this BO/Need

item.

Delete Alt-D This button provides a way to delete

items from the BO/Needs list.

History Alt-H This button provides a way to view

the history for a particular item.

Cancel Esc This button will close this window.

Account Aging:

This feature is located on the Accounts menu, Account Aging Report. 

This report will show each account and the money that is out 1-30

days, 31-60 days, 61-90 days, 91-120 days, and 121 + days.  You

will also see the total owed and a status column.  The status will track

if the account name had changed or if there is money not accounted

for in the report.
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SECTION 5 – Handling Daily

Transactions

Generate Invoices:

This is the section of the program where you will spend the majority

of your time.  From here you can access most of the programs

features; you can maintain customer accounts and stops, void and

reprint invoices, write expense tickets, and check your daily sales

figures.

This screen is divided into three sections.  The top includes the

program icon, and version along with customer information.  The

middle section is the sales grid, this section will fill with items as you

sale them.  The bottom section contains all of the buttons

(features/options), the totals for the grid and the status bar at the

bottom of the screen.

Generate Invoices presents two different sets of options and features

depending on whether an invoice is loaded.  In this section we will

divide the features into Unloaded Invoice, and Loaded Invoice.
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Invoice Screen:

Button Keystroke Function

Search by

Name

F2 This button will allow you to load a

customer on Generate Invoice,

searching by the customer’s name.

Add A

Customer

A This button provides a way to add

new customers instantly.

Reprint Last

Invoice

Alt-R This button reprints the last

completed invoice.

Edit Stops Alt-S This button provides a way of editing

your route without leaving Generate

Invoices.  For more information on

editing stops see Stop Add/Edit.

Alt + Alt + This button provides a temporary

price increase.
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Search by

Stop

F3 This button will load the Stop lookup

screen allowing the user to search

for a customer through his/her stops.

Cash Sale C This button will start a new invoice

designated as a Cash Sale.

Expense

Tickets

Alt-E This button will allow you to record

any expense you might encountered

without leaving Generate Invoices. 

For more information see the section

on Expense Tickets.

Edit

Customer

BO/Needs

Alt-B This button will allow you to maintain

customer BO/Needs for more

information see Customer

BO/Needs.

Alt - Alt - This button provides a temporary

price decrease.

Edit

Inventory

F4 This button allows the user to edit

inventory items.

Invoice In

Progress

F9 This button will load a previously

created Invoice in Progress.

Daily Sales

Summary

Alt-V This button produces a window that

displays the current sales, tax, and

collections.

Change Sale

Date

Alt-D This button opens a window that

displays a list of dates representing

the current work week.  You can

switch the current sales date using

this feature.
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View Old

Invoices

F6 This button will display the

View/Void old Invoices screen.  For

more information see View/Void old

Invoices.

Customer

Service

Notes

Alt-U This button displays the Customer

Service Notes list.

Reprint TC

Terms &

Conditions

Alt-C This button prints a Tech Credit

Terms and Conditions form for the

last completed Tech Credit Sale,

even if one did not print the first

time.

Reprint TC

Sales Slip

Alt-T This button prints the last Tech

Credit Sales Slip from a completed

Tech Credit sale.

Predefined

Invoice

Ctrl-I This button displays a list of

predefined invoices.

Order Paper

and Labels

This button will open up an order

form that can be sent directly to

Classic Computer Systems for

supplies.  You can also print and

mail if you are not in a hurry.

Exit Esc This button closes the window.

Open Invoices

Button Keystroke Function

Recall

Invoice

Ctrl R This button will recall an open

invoice if there are ones listed in the

Open Invoice Table.
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The first five options listed below all deal with starting an invoice,

either by loading a customer or loading an open invoice or invoice in

progress.  The rest are options and features that are available for

convenience.

Search by Name:

This button loads the Customer Lookup window.  This window

provides a complete list of customers in the system alphabetically by

last name, first name.  Below you will find a list of the columns that

are displayed.

Column Description

Last Name This column displays the last name.

First Name This column displays the first name.

Acct # This column displays the account number.

Type This column displays the customer account

type (Time, Open, Cont, XCR, Tech)

Status This column displays the customer account

status (Active, Inactive, Skip, MovedIn,

MovedOut, etc.)

Sug Pay This column displays the customer’s

suggested payment.

Balance This column displays the customer’s

balance.

Tkt This column displays if an invoice (ticket) has

been written on this account this week.

Stat This column displays any status markers:

I - Invoice In Progress

B - Customer Backorder

N - Customer Need

C - Customer CSN
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CC This column displays if the customer has a

credit card on file.

Last Amt This is the amount of the last payment you

received from this customer.

Last Date This is the date that the last payment was

received.

Phone This is the primary phone number that you

have listed for this customer.

On this screen you have these options available:

Button Keystroke Function

Search Text

Box

Type from

the

Keyboard

If you start entering the last name of

the customer you are looking up, the

lookup will stat to narrow the search

with each key entry. 

Select

Customer

Enter This button will load the currently

highlight customer onto the invoicing

screen.

Take

Payment

Only

F11 This button will allow you to take a

payment without loading the

customer onto the Generate Invoice

Screen.  The Complete Transaction

window will open.

Phone #

Lookup

Alt P This button will open a window for

you to enter all or part of a phone

number to look the customer up.
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Show

Customer

Needs

Alt-N This button will display all of the

Need Items for the currently

highlighted customer.

Add

Customer

Alt-A This button will take you to the Add

Customer screen, and then load that

customer on the invoicing screen.

Edit

Inventory

F4 This button will allow you to edit an

inventory Item.

Show

Customer

BO

Alt-B This button will display all of the BO

items for the currently highlight

customer.

Customer

Service

Notes

Alt-U This button will allow you to edit the

Customer Service Notes for the

currently highlighted customer.

Close

Generate

Invoices

This button will close the Generate

Invoice screen and take you back to

the main menu.

Exit Esc This button will close the window

Search by Stop:

This button loads the Stop Lookup window.  This window provides

the dealers route broken down by day.  Below you will find a list of

columns that are displayed.
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Column Description

Day This column displays the day that the shop is

on.  This column is only displayed if Search

By Name is selected on under the route.

Num This column displays the number of the stop.

Name This column displays the name of the stop.

Address This column displays the address of the stop.

Phone This column displays the phone number of

the stop.

The above columns are loaded and reloaded based on the route

display on the left hand side of the screen.
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On this screen you have these options available:

Button Keystroke Function

Edit

Inventory

F4 This button will allow you to edit an

inventory Item.

Select Stop Enter This button will load the customer

lookup window only displaying the

customers for this stop.

Close

Generate

Invoices

This button will close the Generate

Invoice screen and take you back to

the main menu.

Exit Esc This button will close the window
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Once you have selected the stop the Customer Lookup window will

load with only the customers on this stop.  This Customer Lookup

window differs from the one displayed on Search by Name by:

1. The only customer’s displayed are the ones from the

highlight stop.

2. Show only Active/MovedIn Accounts, this option will display

only those customers for this stop that have a status of

Active or MovedIn.

3. The right hand side of the window displays information about

the stop.

Add A Customer:

This button will load the Add/Edit Customer screen allow you to enter

a new customer on the fly for invoicing.  Once the information is

complete the customer will be loaded on the invoicing screen.  See

Add/Edit Customer fro more information.

Cash Sale:

This button will start a new invoice designating the customer as a

cash sale.  This allows you the ability to do that one time sale, without

going through the process of adding the customer into the system.

Invoice In Progress:

From time to time you will start an invoice for a customer, and want to

save it without finishing it.  This button will produce a window that will

display a list of these invoices that you can reload to finish or modify

for a later date.

Column Description

Date This column displays the date that the

invoice was created.
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Customer Name This column displays the customer name

associated with the invoice.

Account # This column displays the account number

associated with the invoice.

Total This column displays the sales total of the

invoice.

On this screen you will find these options available.

Button Keystroke Function

Load Alt-L This button will load the invoice onto

the invoicing screen

Cancel Esc This button will close the window

Edit Inventory:

This button opens the Inventory Lookup screen, displaying all of the

inventory items sorted by Item Number (default).  The following

columns are displayed.

Column Description

S This column displays Item status (Special

Order, Discontinued, etc.)

Item Number This column displays the item number.

Description This column displays the description for the

item.

Qty This column displays the number of items

currently in stock.
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List This column displays the retail price for the

item.

S This column displays the promo status for

and item:

‘ ’ - Not on promo.

‘p’ - Item is on promo, displaying regular

price.

‘P’ - Item is on promo, displaying promo

price.

Cat Pg This column displays the catalog page.

On this screen you will find these options available.

Button Keystroke Function

Limit List F3 This button will filter the list of items

by the text entered.

Sort by Desc F4 This button will change the sort

order to Description.

Sort by Item F4 This button will change the sort

order to Item Number

BO/Need F5 This button will display a list of

customers that currently have the

highlighted item on Backorder

and/or Need.

Display

W arranty

Alt-W This button will display warranty

information for the highlighted item.

History Alt-H This button will display a detailed

history of the highlighted item.
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Add Item Alt-A This button will provide an Add Part

window.

Cancel Esc This button will close the window

After selecting the item that you want to edit the Add/Edit Part screen

displays with multiple editing options.

Customer Service Notes:

This button opens a window that will list all previously create

Customer Service Notes.  Customer Service Notes (CSN) are

designed to allow the user more flexibility in note taking.  Each CSN

records: Subject, Date, Customer, Vendor, Service Rep, Extension,

Pricing, Discount Code, Availability, and a Comment.  All of these

fields are optional, which allows the user to enter only what is

necessary.

Also each CSN has optional features:

1. Customer Service Note appears on Daily W orksheet.  This

allows the user to determine if this CSN will print on the daily

worksheet.

2. Popup Customer Service Note, this option allows the user to

determine if this CSN will popup when this customer is

loaded on Generate Invoices.

Button Keystroke Function

Edit Alt-E This button will provide a window

that allow you to make changes to

the currently highlight CSN.

Undelete Alt-U This button will allow you to remove

a CSN’s delete status upon closing.
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Delete Alt-D This button will allow you to mark a

CSN for delete upon closing the

window.

Close Esc This button will close the window.

Predefined Invoices:

Predefined Invoices are similar to an Invoice In Progress in that you

can start an invoice place several items on it and comeback and

finish it later.  But that’s where the similarities end.

Feature Invoice In Progress Predefined Invoice

Can be

loaded to

multiple

accounts

No, just the account it

was created on.

Yes.

Prices

updated

when loaded

No. Yes.

Reusable No, once the invoice

is completed it is

gone.

Yes

This button will provide a lookup screen displaying previously created

predefined invoices.  The following columns are displayed.

Column Description

Title This column displays the name given to this

predefined invoice.
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Date This column displays the last modified date.

Description This column displays any description given

to this predefined invoice.

Line This column displays how many line items

there are.

Item This column displays how many total items

are on the invoice.
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On the screen you will find the following options.

Button Keystroke Function

Add Invoice Insert This button will provide an entry

screen for a new predefined invoice.

Edit Invoice Enter This button will provide an entry

screen for an existing predefined

invoice.

Delete

Invoice

Del This button will mark the currently

highlight invoice for delete.

Undelete

Invoice

Alt-Del This button will remove the deletion

status for the currently selected

invoice.

Print

Predefined

Invoice

Ctrl-P This button will print the currently

selected invoice.

Close Esc This button will close the window.
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Loaded Invoice:

After starting an invoice, the Generate Invoices screen provides a

different set of options.

Button Keystroke Function

Edit

Customer

F3 This button loads the customer edit

screen.  For more information see

Add/Edit Customer.

Notes F4 This button produces the Notes

window.

Delete Line F5 This button will delete a line item on

the invoice.

Temp Item F6 This button will add a temporary line

item to the invoice.
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Change Tax F7 This button is used to change the

tax rate and area for an invoice. 

The default tax is assigned based on

the stop the customer is assigned to.

Non-Taxed F8 This button marks the current line

item as non-taxed (tax exempt).  An

‘E’ will appear in the status column

on the right hand side.

Price Check Ctrl-P This button provides an inventory

lookup screen to do price checks

from.

Item History Alt-H This button provides a way to view

the history for a particular item.

Service

Charge

Alt-I This button will add a Fee/Service

Charge type line item to the invoice. 

This charge is based on the

established service rate, the number

of days since the last payment and

the balance.

Discount D This button provides a way of

discounting the current line item.  A

“D” will appear in the status column

on the right hand side.

Promo P This button provides a way to toggle

between the promo price and

regular price for the current line

item.  This is only available for items

that are currently on promo,

indicated by the lower/upper case ‘p’

in the status column.
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Put on BO B This button places the current line

item on back order for the customer

when the invoice is completed.  The

extended price is replaced with B/O.

Put on Need N This button places the current line

item on Need Immediate/Future for

the customer when the invoice is

completed.  The extended price is

replaced with Need(I) or Need(F).

Load

Predefined

Invoice

Ctrl-I This button displays a list of

predefined invoices to work with.

Change

Cost

Alt-C This button is used to change the

discount code for an item effectively

changing the cost on an item.  If the

percentage rate is not available,

select “*) No Code”.  Next you will

be prompted to enter the cost for the

item.

Get From

Need

Alt-N These buttons display the

“Customer Backorder and Needs

For:” window.  From this window,

items can be selected to place on

the invoice.

Get From

BO

Alt-B

Service

Charge

Alt-S This button provides a way to assign

a service charge.

Tax

Statement

Alt-T This button produces a printable tax

statement for the loaded customer.

Statements Alt-J This button provides a way to

produce a customer statement.
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CornwellTools.com This button will open your default

web browser to the appropriate web

site.

W arranty

Info

Alt-W This button will produce a screen

displaying the warranty information

for the selected item.

Verify

BO/Need

Alt-V This button checks the current line

item for any customers that might

have this item on backorder or need.

W arranty

Tool

W This button will mark the current line

item as a warranty item.  If the item

is already designated as A/C Line

the program will automatically place

the item in the appropriate list. 

Otherwise you will be prompted to

select the Line to place it on.

IIP F9 This button accesses the Invoice in

Progress feature.

Edit

Inventory

Item

E This button loads the Edit Part

screen.

Total Invoice F11 or T This button loads the Complete

Transaction screen.

W ebcat Alt-O This button will open your default

web browser to the appropriate web

site.

Xpress

Order

X This button will mark the current line

item as an express order item.
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Trade-In Ctrl-T This button will mark the current line

item as a Trade In item.

Show Shop

Info

V This button will display a window

with the stop information.

Quick IIP Alt-F9 This button saves the current invoice

as an IIP without asking any

questions.

Customer

Service

Notes

Alt-U This button opens a window that

displays a list of previously created

Customer Service Notes.

Rollover

Account

Alt-R This button will allow you to preform

a Rollover without selling any items.

Abort

Invoice

Esc This button will abort the current

invoice.

Generate Invoices also has hidden options available for use.

Keystroke Function

Alt + This keystroke provides a way of adding a price

modifier.

Alt - This keystroke provides a way of adding a

negative price modifier.

C This keystroke will overlay the price column with

the cost for each item.

F2 W hile in the Item Number column pressing this

key will launch the Inventory Lookup screen.
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Shift 0-7,9 These keystrokes will increase the price of an

item by a price modifier.

0 = 100%

1 = 10%

2 = 20%

3 = 30%

4 = 40%

5 = 50%

6 = 60%

7 = 70%

9 = 90%

“+” Using this key instead of the enter key will load

the item with raising the price by 10%.

Notes:

This button will produce an note box window.  You can enter up to 40

characters worth of information.  The note will be printed on the Daily

W orksheet and will popup every time the customer is loaded on

Generate Invoices until the note is deleted.  The following options are

available.

Button Keystroke Function

Clear Msg Alt-C This button will clear the note.

Close Esc This button will save and close the

window.

Temp Item:

This button will allow you to add a temporary item to the invoice.  This

would be a pass through, or one time item.  Once you click this

button you will be asked “Is this item a physical inventory item?” 

Answering yes indicates it is a product.  No indicates this is either a
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service or fee.  This helps the system determine how to tax this item.

Now you have a blank line on the invoice, you can enter the item

number, description and price.  A cost can be assigned to this item

by pressing the button labeled “[Alt-C] Change Cost”.
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Open Invoices:

The open invoices feature allows you to have multiple invoices open

for each customer on the truck.  This gives you the flexibility to switch

between customer invoices quickly without losing the that you are

currently working on and have items entered. 

Enter open invoices in advance of meeting with customers. NOTE:

Blank invoices will not be stored.

The Open Invoices feature can be used to manage multiple

customers when at a stop or creating open invoices in advanced of

meeting with customers. 

 

The Open Invoices feature has two buttons.

 

Keystroke/Button Function

Start New Invoice

Ctrl + N

This button saves the current invoice and

allows you to create a new invoice while

placing the current invoice into the Open

Invoices table for later processing. 

Recall Invoice

Ctrl + R

This Button retrieves invoices from the Open

Invoice table for processing and saves the

current invoice if necessary.
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W hen Exiting MM1, the system will alert you that you have invoices

open.  The following choices are available to handle the invoices.
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Price Check:

This button opens the Inventory Lookup screen, displaying all of the

inventory items sorted by Item Number (default).  This screen

provides a way of looking up prices on inventory items without

loading them on the invoice.  The following columns are displayed.

Column Description

S This column displays Item status (Special

Order, Discontinued, etc.)

Item Number This column displays the item number.

Description This column displays the description for the

item.

Qty This column displays the number of items

currently in stock.

List This column displays the retail price for the

item.

S This column displays the promo status for

and item:

‘ ’ - Not on promo.

‘p’ - Item is on promo, displaying regular

price.

‘P’ - Item is on promo, displaying promo

price.

Cat Pg This column displays the catalog page.
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On this screen you will find these options available.

Button Keystroke Function

Limit List F3 This button will filter the list of items

by the text entered.

Sort by Desc F4 This button will change the sort

order to Description.

Sort by Item F4 This button will change the sort

order to Item Number

BO/Need F5 This button will display a list of

customers that currently have the

highlighted item on Backorder

and/or Need.

Display

W arranty

Alt-W This button will display warranty

information for the highlighted item.

History Alt-H This button will display a detailed

history of the highlighted item.

Add Item Alt-A This button will provide an Add Part

window.

Cancel Esc This button will close the window

After selecting the item that you want to edit the Add/Edit Part screen

displays with multiple editing options.
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Item History:

This button opens the Product History window for the currently

selected item.  This screen provides current numbers:

Field Description

In Stock This field is the current in stock value.

On Order This field is the current on order value.  How

many items will appear on a scanned order.

In Transit This field is the current in transit value.  How

many items are currently on their way to you.

On B/O This field is the current back order value for

the item.  How many you currently have on

back order with the vendor.

Year To Date This field contains how many you have sold

this year.

Next you have the ordering section divided into Order to Send and

Orders to Receive.

Field Description

Quantity This field contains the total number of this

item on orders to send/receive.

Backorder These fields contains the total number of this

item on orders marked as backorder, held, or

canceled.Held

Cancel
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The next section contains information about when it was sold.  The

following columns are displayed.

Column Description

Inv Date This column displays the date the invoice

was written.

Inv # This column displays the invoice number.

Name This column displays the customer name on

the invoice.

Acct This column displays the customer account

number.

Qty This column displays the quantity sold for

this line item.

Price This column displays the price changed for

this line item.

Stat This column displays the status of this line

item.

Stock This column displays the in stock quantity at

the time this item was added to the invoice.

Transit This column displays the in transit quantity at

the time this item was added to the invoice.

On BO This column displays the on back order

quantity at the time this item was added to

the invoice.

Order This column displays the on order quantity at

the time this item was added to the invoice.
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The next section contains information about received orders.  The

following columns are displayed.

Column Description

Invoice Num This column displays the invoice number for

the order.

Ordered This column displays the date that the item

was originally placed on an order in MM1.

Qty This columns displays the quantity ordered

when this item was originally placed on the

order.

Received This columns displays the date the item was

received on an order in MM1.

Qty This column displays the quantity received

on the order.

BO This column displays the back order quantity

at the time this order was received.

Held This column displays the number of items

held at the time this order was received.

Cancel This column displays the number of items

cancel at the time this order was received.

Stk This columns displays the number of items

was in stock at the time this order was

received.
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At the bottom of the screen you will find these options available.

Button Keystroke Function

Reprint

Invoice

Alt-R This button will reprint the currently

selected invoice in the Products

Sold section.

Print Ctrl-P This button will produce a hard copy

of the information displayed on this

window.

Cancel Esc This button will close the window.

Load Predefined Invoice:

This button will provide a lookup screen displaying previously created

predefined invoices.  The following columns are displayed.

Column Description

Title This column displays the name given to this

predefined invoice.

Date This column displays the last modified date.

Description This column displays any description given

to this predefined invoice.

Line This column displays how many line items

there are.

Item This column displays how many total items

are on the invoice.
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On the screen you will find the following options.

Button Keystroke Function

Edit Invoice Enter This button will provide an entry

screen for an existing predefined

invoice.

Print

Predefined

Invoice

Ctrl-P This button will print the currently

selected invoice.

Close Esc This button will close the window.

Get From Need/BO:

These buttons will produce the “Customer Backorder and Needs

For:” window displaying a list of items for this customer.  To switch

between Backorder/Need Items, click the button labeled.

Button Keystroke Function

Customer

Backorders

Alt-B This button will switch to customer

backorders list.

Customer

Needs

Alt-N This button switches to the customer

needs list.
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The following columns are available:

Column Description

N This column is only on the Needs tab, it

displays the what type of Need it is

(Immediate or Future)

Item Number This column displays the item number.

Description This column displays the item description.

Qty This column displays how many are on back

order/need.

Price This column displays the price of the item.

Date This column displays the date the item was

added to the list.

On this screen, these options are available.

Button Keystroke Function

Add Alt-A This button provides an entry screen

to add new items to BO/Needs list.

Edit Alt-E This button provides an entry screen

to edit the values for this BO/Need

item.

Delete Alt-D This button provides a way to delete

items from the BO/Needs list.

History Alt-H This button provides a way to view

the history for a particular item.

Cancel Esc This button will close this window.
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Service Charge Alt-S:

This button provides an opportunity to assess service fees or account

handling fees.  This option has two different entry windows, on non-

XCR (SA) accounts, the programs prompts you for the amount to

charge.  On XCR (SA) accounts you have the ability to calculate this

service fee.  For more information see the section under XCR

Reports.

Statements:

This selection will generate a customer statement that can be used

for billing purposes, or a simple reminder.

After selecting Statements you will have several options for

producing a single statement.

1. The next window is the Terms and Comments window.  Here

you will

a. Select the starting date of the statement,

b. Select any comments that you would like to place on

the statement,

c. And select any terms (conditions of payment) to

display on the statement.

2. Once you have everything selected click the button labeled

“[F10] Proceed”

This will produce the statement for a single customer.
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Verify BO/Need:

This option checks if the highlight item is on BO/Need for any

customers and produces a display, listing those customers.  The

following columns are available:

Column Description

Customer Name This column displays the customers name.

Stop This column displays the customers stop.

Qty This column displays the quantity that the

customer has requested.

Price This column displays the price at the time of

the request.

Date This column displays the date the item was

requested.

Stat This column displays the status for the item

(Back Order, Need Immediate, or Need

Future).

On this screen you will find these options available.

Button Keystroke Function

Cancel Esc This button will close the window

IIP:

This button will start the Invoice In Progress feature.  This feature

functions differently depending on when it is selected.

1. IIP before entering any items on the invoice.  You will be

prompted with “Save as payment only Invoice In Progress” or

“Lookup Existing Invoice(s) in Progress”.
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2. Selecting “Save as payment only Invoice in Progress”, the

program will prompt you to print the invoice in progress.

Selecting “Lookup Existing Invoice(s) in Progress”.  The program will

display the IIP lookup window that will display a list of the customer’s

invoices that you can reload to finish or modify for a later date.

Column Description

Date This column displays the date that the

invoice was created.

Total This column displays the sales total of the

invoice.

On this screen you will find these options available.

Button Keystroke Function

Load Alt-L This button will load the invoice onto

the invoicing screen

Cancel Esc This button will close the window

The second case is after entering at least one line item on the

invoice.  You will be presented with several questions.

1. Save as Invoice in Progress – this question determines

whether to save the invoice or return to the invoice.

2. Update the on order field – this question determines whether

the on order quantity should be updated with the new values.

3. Print Invoice In Progress – this question determines if the

program will print the invoice after saving it.

Quick IIP:

This option saves the current invoice as and IIP, answering the usual

questions for you.
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1. Save as Invoice in Progress – Yes.

2. Update the on order field – Yes.

3. Print Invoice In Progress – No.

Edit Inventory Item:

This button produces an edit window for the currently selected line

item.  This window allows you to make changes to the inventory item,

that will be reloaded on the invoicing screen.  The following fields are

available:

Field Function

Item Number NON-EDITABLE, This field displays the item

number.

Description This is the description of the item.

Group This field determines which vendor you

receive this item from.

Comment This field contains any comment you might

want to attach to this item.

Catalog Page This field contains the catalog page the item

is located on.

Page Num These values indicate where this item is

located in the price guide.
Line Num

Physical This field determines if this item is a physical

item or something intangible like a service.

Taxable This field determines if this item is taxable by

default.

In Stock This is the count of how many of this item

you currently have.
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On Order This value tells the program how many items

to order.  The program uses the following

formula to determine how many items to

order.

On Order / Per Case = Order Qty

The remainder is left On Order.

In Transit This value is calculated, based on

outstanding orders.  Changing this number

has NO effect on program operation.  The

program will recalculated this value the next

time you reindex your files.

Back Order This value like the in transit number is

calculate, and is based on the back order

file.  Changing this number has NO effect on

the program operation.  The program will

recalculate this value the next time you

reindex your files.

Per Case This value determines how many items are

in a case.  The program uses this value

when determining how many to order.

Min Stock The Min and Max values work together to

keep your inventory values at a certain

value.

Example:

In Stock = 1

Min Stock = 2

Max Stock = 4

In this example the program will order three.
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Max Stock

YTD Qty This value is a running tally of how many of

this particular item you sold this year.

Disc Code This value determines the cost based on the

list price and the discount value.

Manually This field determines when doing a price

update if the program will update the list

price.  If it is check it will not update the list

price.  Everything else is updated.

Case List This is the price that you would sell the whole

case for, NOT the individual price.

Each List This is the price of an individual item.

Promo List This is the price that you would sell the whole

case for, NOT the individual price.

Promo Start Date This field holds the starting date that the

promo pricing will begin.

Promo End Date This field holds the ending date the promo

pricing will end.

On this screen you will find these options available.
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Button Keystroke Function

History Alt-H This button provides a way to view

the history for a particular item.

W arranty Info Alt-W This button will display the warranty

information for the highlighted item.

Make List Alt-M This button will recalculate the list

price based on the discount code

and the cost of the item.

Express

Order

Alt-X This button will mark this Item as an

express order item.

Save F10 This button will save any changes

made to the item.

Cancel Esc This button will close the window
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Total Invoice:

This button displays the Complete Transaction screen, at this point

you are ready to finish the invoice and move onto the next customer. 

The following fields are available.

Fields Description

Date READ ONLY, This field displays the current

sale date inside the MM1 Software.

Invoice READ ONLY, This field displays the invoice

number assigned.

Account READ ONLY, This field displays the account

number the invoice will be assigned to.

Customer READ ONLY, This field displays the name

associated with the account number.

PO# This field can be used for entering a

purchase order number.

Notes This field can be used to enter any notes or

messages.

Suggested Pay READ ONLY, This field displays any agreed

upon or calculated payment schedule

information.

Sub Total READ ONLY, These fields redisplay the

totals at the bottom of the invoice.
Sales Tax

Sales Total

Balance Forward READ ONLY, This field displays the

customers current balance.

Combined Total READ ONLY, This field displays the new

balance including the new total.

Section 5

Fields Description

200

Received This entry field represents the amount of

money the customer is paying on his/her

account.

New Balance READ ONLY, This field contains the new

balance for the customer after the payment.

How Paid This entry field determines which payment

type was used for the Received amount.  If

you choose Charge the Enter Card

Information will open on the right side of the

screen.

Check Num This entry field contains the check number or

any other reference numbers associated with

the payment.

This screen also has the following features available.

Button Keystroke Function

Pay On

Other

Accounts

None If this customer has other accounts

linked to this account it will list the

additional account with payment

fields along with there balances, for

payment.

Payment

History

F4 This button will display the

customers payment history for the

past 26 weeks.

New

Suggested

Pay

F5 This button will allow you to

recalculate the customer’s

suggested payment.

Edit Terms F6 This button provides a way of

modifying the customer terms.
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Return to

Invoice

Esc This button will close this window.

Invoice Options Section

Button Keystroke Function

Do Not Accept

Invoice 

Checkbox This determines if the program

will accept the invoice.  If checked

the invoice will print but not be

saved to history or entered into

sales history.

Print Receipt Checkbox If checked the system will print a

receipt for the sale.  You also

have the chance to select a

different invoice format than the

one you have setup as your

default using the drop down

selection.

Print (2)

Copies (Non

1/4 Invoice

Type)

Checkbox If Checked two copies of the

receipt will print.

Email Receipt Checkbox If this customer has an email

address associated with their

account and this is checked, a

receipt will be emailed to them.
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Credit Card Section

Section Keystroke Function

Stored Credit

Cards

At the top of the Credit Card

Section is the stored credit cards

box.  MM1 has the ability to store

up to four credit cards for each

client.  The card itself is not

stored.  It is managed by the

processing company and you will

only see the last four digits and

expiration date.  The Notes will

show the first saved date and the

Last field will display the last date

the card was used.  You may

remove older cards by clicking

the “Remove” button next to the

card you wish to remove from the

system.

Enter New

Credit Card

section 

This section is where you enter a

new credit card or swipe the card

when highlighted in the card

number box.  The billing zip code

will fill from the customer record

and the charge amount will fill

from the Received field. 

Store Credit

Card

Checkbox If this box is checked, the CC

number will be stored in the

managed payer system for use

the next time without have the

card present.  Default is checked.

Print Separate

CC Receipt

Checkbox If checked, the system will print a

separate receipt with the CC info.
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Check to

HOLD in Batch

Checkbox If checked, the system will not

process the card live and put it

into the batch for you to process

manually at a time you decide.  If

the customer asked you to hold

the card to a specific day, enter

that info into the Comments field

of the Credit Card section.

Show

Additional CC

Options

Button Use this feature to edit seldom

used feature such as entering the

CVV or processing additional

amounts.
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Customer Service Notes:

This button opens a window that will list all previously create

Customer Service Notes.  Customer Service Notes (CSN) are

designed to allow the user more flexibility in note taking.  Each CSN

records: Subject, Date, Customer, Vendor, Service Rep, Extension,

Pricing, Discount Code, Availability, and a Comment.  All of these

fields are optional, which allows the user to enter only what is

necessary.

Also each CSN has optional features:

1. Customer Service Note appears on Daily W orksheet.  This

allows the user to determine if this CSN will print on the daily

worksheet.  

2. Popup Customer Service Note, this option allows the user to

determine if this CSN will popup when this customer is

loaded on Generate Invoices.

Button Keystroke Function

Add Alt-A This button will provide a window

allowing you to add a new CSN.

Edit Alt-E This button will provide a window

that allow you to make changes to

the currently highlight CSN.

Undelete Alt-U This button will allow you to remove

a CSN’s delete status upon closing.

Delete Alt-D This button will allow you to mark a

CSN for delete upon closing the

window.

Close Esc This button will close the window.

View/Void Old Invoices:
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This screen provides the user with the ability to view, void, and

reprint completed invoices.  This screen is divided into three sections,

the invoice list at the top, the invoice view, and the command buttons.

In the invoice list these columns are available.

Column Description

Invoice # This column displays the invoice number

Purchase This column displays the purchase amount

for the invoice.

Payment This columns displays the payment amount

for the invoice.

Type This column displays the payment type

(Cash, Check, Charge).

Check # This column displays the check number.
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Balance This column displays the new balance after

the invoice is completed.

Date This column displays the date the invoice

was written.

Comment This column displays the comment on the

invoice.

SC This column indicates if the invoice contains

a service charge.

In the invoice view the following fields and columns are available.

Column/Field Description

Invoice # This field displays the invoice number of the

highlighted invoice at the top.

Acct # This field displays the account number

associated with the invoice.

Name This field displays the customer name

associated with the invoice.

Date This field displays the date the invoice was

written.

Bal Fwd This field displays the customer balance

before this invoice.

Received This field displays the amount received on

the invoice.

New Bal This field displays the customer’s new

balance after completing this invoice.
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Item # This column displays the items purchased on

the invoice.

Qty This column displays the amount purchased.

Description This column displays the description of the

items.

Total Price This column displays the amount charge for

the items.

Stat This column displays any saved status

information (ex. Trade In, Temp Item, etc..).

PO # This field displays the purchase order

number if any.

Notes This field displays any notes that were saved

with the invoice.

Sub Total This field displays the total of the items on

the invoice.

Sales Tax This field displays the Tax amount for the

invoice.

Total This field displays the Sub-Total + Sales Tax

amount.

On this screen you will find these options available.

Button Keystroke Function

Reprint

Invoice

Alt-R This button will reprint the

highlighted invoice.

Void Invoice Alt-V This button will void the highlighted

invoice.

Section 5

Button Keystroke Function

208

Refund

Charge

Alt-C This button will refund the credit

card amount of the invoice.

Close Esc This button will close the window.

Expense Tickets:

This section is provided for minimal accounting purposes.  In the

Expense Accounts section we setup the accounts needed.  In this

section you can add your expenses as they occur.  The first screen

you encounter is “Select Expense Accounts”.

Column Description

Acct # This column displays the account number

setup for the expenses.

Description This column displays the description for each

expense account.

The following options are available.
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Button Keystroke Function

Ticket Alt-T This button will create an expense

ticket.

Close Esc This button will close the window.
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The Next window is the “Expense Ticket” screen.  This is the screen

you will enter the particulars about the expense.  The following fields

are available.

Fields Description

Acct # READ ONLY, This field displays the account

number setup for the expenses.

Description READ ONLY, This field displays the

description for the expense account.

W eekly Budget READ ONLY, This field displays the weekly

budget.

Total For W eek READ ONLY, This field displays the total

amount spent for the week.

Total For Month READ ONLY, This field displays the total

amount spent for the month.

Amount This entry field holds the new amount spent.

Date This entry field holds the date for this

expense ticket.

Comment This entry field holds any comments

associated with this expense.

Reference # This entry field holds any reference

information associated with this ticket.

How Paid This entry field holds how the ticket was paid

for.

Payee This entry field holds who the money was

given to.
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The following options are available.

Button Keystroke Function

Process Alt-P This button will save the expense

ticket for later reporting.

Cancel Esc This button will abort the process

and close the window.
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Payments To/From Others Dealer:

This section of the program will track payments to and/or from other

dealers.  Earlier you setup the dealers you will do business with in

Other Dealer Setup.  Now you can record any money passing

between you and them.

Pay Out Other Dealer:

The first screen to appear is “Other Dealer Lookup - Pay Out Other

Dealer”.  Here you select the dealer you need to make a payment for. 

On this screen you have these columns available.

Column Description

Dealer Name This Column displays the dealer’s name.

Telephone # This column displays the dealer’s telephone

number.

Pay Out This column displays the accumulated pay

out amount since the last pay out.
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The following options are available.

Button Keystroke Function

Payout

Dealer

Enter This button will start the process of

paying out the selected dealer.

Exit Esc This button will close the window.

After selecting the dealer, the next window that will display is “Pay

Out Other Dealer”.  This window displays the following information.

Pay Out Information

Fields Description

Pay Out Amount This is the amount owed to the dealer.

Check Amount This is the amount you are writing the check

for.

New Balance This is the amount still left on account.

Notes This field allows you to enter any notes on

the transaction.

Print Other Dealer

Pay Out

Statement

This check box determines if the Other

Dealer Pay Out Statement will print.

Retained Information

Fields Description

Retained Amount This is the amount you are retaining from the

collections.

Amount Claimed This is the amount MM1 will enter on you

books as income.

Section 5

Retained Information

Fields Description

214

New Balance This is the amount left in the retained

section.

Notes This field allows you to enter any notes on

the save invoice.

Create Invoice This check box determines if MM1 will create

an invoice for the retained amount.

Below that top section you will find a list of the customer’s associated

with that dealer.  Below are the columns that are available.

Column Description

Customer Name This column displays the customer’s name.

Acctnum This column displays the customer’s account

number.

Percent This column displays the retained percent for

the customers.

Balance This column displays the customer’s

balance.

Collected This column displays the collected amount

for each customer.

YTD Collected This column displays the YTD collected

amount for each customer.
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On this screen you will find these options available.

Button Keystroke Function

Pay Out F10 This button will process the pay out

for later reporting.

Cancel Esc This button will abort the process

and close the window.

Payments From Other Dealer:

The first screen to appear is “Other Dealer Lookup - Payment From

Dealer”.

Column Description

Dealer Name This Column displays the dealer’s name.

Telephone # This column displays the dealer’s telephone

number.
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The following options are available.

Button Keystroke Function

Payment

From Dealer

Enter This button will start the process of

receiving a payment from the

selected dealer.

Exit Esc This button will close the window.

After selecting the dealer, the next window that will display is

“Receive Other Dealer Payments”, this window list the customer

associated with the dealer you selected.  This window displays the

following information.

Column Description

Customer Name This column displays the customer’s name.

Percent This column displays the percent to receive

for the customer.

Balance This column displays the customer’s

balance.

Credited This column displays the amount to credit to

the customer’s account balance.

Received This column displays the amount received

from the dealer.

New Balance This column reflects the customer’s balance

after the payments.
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The following options are available.

Button Keystroke Function

Make

Payment

Enter This button will Enter the information

for a payment on the highlighted

account.

Receive

Payments

F10 This button will receive all of the

payments setup on this screen.

Cancel Esc This button will close the window.

W hen you select Make payment the “Customer Payment” window

opens.

Customer Payments

Fields Description

Percent ##% This is the percentage received from the

dealer.

Balance Forward This is the customer’s current balance.

Amount Credited This is the amount to credit to the account.

Amount Received This is the amount received from the other

dealer.

New Balance This is the new customer balance after the

adjustments.
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The following options are available.

Button Keystroke Function

Accept

Payment

F10 This button starts the process of

posting the payment to the

customer’s account.

Cancel Esc This button will close the window.
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Contract Payment:

This screen is provided to receive Contract Payments through MM1. 

This screen will contain a list of all outstanding contract customers.

Column Description

Customer Name This Column displays the customer’s name.

Account # This column displays the customer’s account

number.

Balance This column displays the customer balance.

On this screen you will find the following options available.

Button Keystroke Function

Process Alt-P This button will take a payment for

the currently selected customer.
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Totals Alt-T This button will produce a report with

the current contract totals.

Cancel Esc This button will close the window.

Once you have selected the customer you want, the “Contract

Payment” screen is displayed.

Fields Description

Contract Total This is the total of the customers finance

balance.

Amount Received This is the amount of the check or credit

received from the finance company less any

discounts and hold back fees.

Discount This it the total of fees retained by the

finance company.

Check Payment

directly to you.

Or

Credit payment to

your tool company

account.

This determines the cash on hand totals.
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This screen has the following options available.

Button Keystroke Function

Process Alt-P This button will process the

payment.

Close Esc This button will close the window.
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Add Charge to All Accounts:

This screen is designed to add a percentage based fee to all

accounts that have not paid from a date you specify.

Charge a Single Account:

1. Enter the customer account number in the input field, and

click the Enter key on the keyboard.

– or – 

Click the button labeled “[F2] Search by Name.  This will

produce a list of customers sorted by last name.  Highlight

the customer you want and click “[Enter] Select  Customer”.

– or – 

Click the button labeled “[F3] Search by Stop.  This will

produce a list of stops to select from.  Once you have

selected the stop you will be presented with a list of

customers in that stop.  Highlight the customer you want and

click “[Enter] Select Customer”.
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2. The “Adding Interest Status W indow” will flash.  Click Yes,

No, or Cancel in regards to invoicing this customer.

Charging Multiple Accounts:

1. Click the button labeled “[F4] Batch”.  The next window

provides a choice of which accounts to select based on

account type and status.  Select only the ones that you want

by putting a check next to it.  Once you have completed that

click the button labeled “[F10] Proceed”

– or –

Click the button labeled “[F5] Service Charge Field = ‘Y’”.

2. The next window displayed provides you with some choices.

Option Description

Invoice on

days since last

payment?

This will determine which accounts will be

invoice based on the days since the last

payment.

Print an invoice

for each

customer

billed?

This will determine if invoices are printed for

the interest charge.

Verify each

customer

before

invoicing?

If Yes the system will stop on each

customer and give you the chance to

invoice them or skip to the next account.

Print an Activity

Summary

Report?

If Yes the system will produce a detailed

activity report of all accounts that were

charged interest.
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WTD Tech Credit Totals:

This screen displays the weekly Tech Credit Sales and W ithholdings. 

The following options are available.

Button Keystroke Function

Save This button saves any changes to

the Tech numbers.

Close Esc This button will close the window.
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SECTION 6 – Controlling Inventory

To control the inventory you must track all incoming and outgoing

products.  Below is an overview of the process.  You will have to refer

to specific sections of the manual for each individual functions.

1. Turn the Inventory Control option on (MM1 Customization

Screen).

2. Preform a physical inventory, this will enter the current

inventory values into the system (Physical Inventory

Section).

3. Process all orders through MM1 (Create/Receive Orders).

4. Periodically spot check your inventory values adjusting for

any differences.
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Add/Edit Inventory:

Besides the point of sale screen the inventory is one of the most

important sections of the system.  This section contains all of the

items you would potentially sell to a customer.  The inventory is

maintained on the Add/Edit Inventory screen.  To access this screen

go to the Inventory menu, Add/Edit Inventory.  W hen this screen

opens you will have a number of options to choose from on the

bottom of the screen.

Button Keystroke Function

Search F2 This is an entry field to search for a

particular item, you can press the F2

key to place the focus in the search

box above the buttons.

Add Item F3 This button allows you to add new

inventory items/parts or services.
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Switch

Screen

F5 This button will change the display

showing a different set of columns.

Express

Order

F6 This button will mark this Item as an

express order item.

Delete Item Ctrl-D This button will allow you to delete

the highlighted Item from inventory.

Show Promo

Info

F7 This button will change the

displayed columns to show the

promo information.

W arranty Info Alt-W This button will display the warranty

information for the highlighted item.

Make List Alt-M This button will recalculate the list

price based on the discount code

and the cost of the item.

Item History Alt-H This button will display an itemized

listing of an items history.

Current

Inventory

Value

Alt-V This button will scan the inventory

file and calculate the current value of

the inventory.

Print Physical

Inventory

Alt-P This button will allow you to print a

physical inventory listing.

Exit Esc This button will close the Add/Edit

Inventory screen.
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To change any of the values on this screen just use the arrow keys to

go to that column and row.  Then type in the value you want to

change to.  Below you will find a list of the available columns.

Column D ata Type Function

Status NA NON-EDITABLE, This column

displays any status information

available.

Item Number NA NON-EDITABLE, This column

displays the item number of the

item.

Description Alphanumeri

c

This is the description of the item.

In Stock Numeric This is the count of how many of

this item you currently have.

Per Case Numeric This value determines how many

items are in a case.  The program

uses this value when determining

how many to order.

Case List Numeric This is the price that you would

sell the whole case for, NOT the

individual price.

Disc Code List Value This value determines the cost

based on the list price and the

discount value.

Case Net Numeric This column is NON-EDITABLE

unless the discount code is *, for

No Code.
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On Order Numeric This value tells the program how

many items to order.  The

program uses the following

formula to determine how many

items to order.

On Order / Per Case = Order Qty

The remainder is left On Order.

In Transit Numeric This value is calculated, based on

outstanding orders.  Changing

this number has NO effect on

program operation.  The program

will recalculated this value the

next time you reindex your files.

Manually Logical

Check

This field determines when doing

a price update if the program will

update the list price.  If it is

checked it will not update the list

price.  Everything else is updated.

Back Order Numeric This value like the in transit

number is calculate, and is based

on the back order file.  Changing

this number has NO effect on the

program operation.  The program

will recalculate this value the next

time you reindex your files.

YTD Qty Numeric This value is a running tally of

how many of this particular item

you sold this year.

Page Num Numeric These values indicate where this

item is located in the price guide.
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Line Num Numeric

Min Stock Numeric The Min and Max values work

together to keep your inventory

values at a certain value.

Example:

In Stock = 1

Min Stock = 2

Max Stock = 4

In this example the program will

order three.

Max Stock Numeric

Taxable Logical

Check

This field determines if this item is

taxable by default.

Physical Logical

Check

This field determines if this item is

a physical item or something

intangible like a service.

Catalog Page Alphanumeri

c

This field contains the catalog

page the item is located on.

Comment Alphanumeri

c

This field contains any comment

you might want to attach to this

item.

Group List Value This field determines which

vendor you receive this item from.

On this screen you can display the Promo Info.  The following

columns are displayed when the “[F7] Show Promo Info” button is

pushed.
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Column D ata Type Function

Case List Numeric This is the price that you would

sell the whole case for, NOT the

individual price.

Case Net Numeric This column is NON-EDITABLE

unless the discount code is *, for

No Code.

Promo Start

Date

Date This field contains the date that

the promo starts.

Promo End

Date

Date This field contains the ending

date for the promotion.

Promo List Numeric This field contains the Promo

Case List Price.

Promo Net Numeric This field contains the Promo

Case Net

Adding a New Inventory Item:

To add a new item to the inventory, click the button label “[F3] Add

Item”.  The Add Inventory Item screen will be displayed, here you will

enter the item information.  The information on this screen is the

same as the columns displayed above.
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Price Update:

Periodically, your tool company will release new price guides or

monthly specials.  MM1 is designed to convert those prices files and

update your inventory accordingly.  Before starting a price update it is

strongly suggested:

1. That you have a current backup of your data.

2. That you exit all programs.

3. That you have the time to invest in the price update.

To access the price update screen, go to the Utilities menu, Price

Update.  Here you will find these options available to you.

Button Keystroke Function

Back Alt-B This button will take you backwards

one screen.
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Next Alt-N This button will take you to the next

screen.

Cancel Esc This button will close the window

To starting a price update:

1. The first screen will provide information about the inventory

update process.  After reading this information click the

button labeled “[Alt-N] Next”

2. This window will display a list of updates MM1 found.  If the

update you are looking for is already in the list continue with

Processing a price update, otherwise you will need to Locate

the file or Download the pricing.

Locating a price file already downloaded:

1. To locate the file click the button labeled “[Alt-L] Locate”. 

This will take you to a Select Price Update File window.

2. Navigate to the location where you downloaded the file.

3. Highlight the file in the window, and click the button labeled

“Open”.  This will place the file in the list of available updates.

Downloading Price Updates:

First click the button Labeled “[Alt-P] Download Price Updates”.  This

starts another program that will go to the internet to download the

current files.  Each download experience is slightly different follow the

on screen instructions.  After downloading the file the price file will be

added to the grid of available price files.

Processing a price update:

1. On the screen with the list of Updates click the button labeled

“[Alt-N] Next”

2. On this screen you might receive some questions on how to
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process the file, answer those and click the button labeled

“[Alt-N] Next”

3. Depending on your system you might receive other screens,

proceed through them.  The update utility will:

a. Convert the update to the MM1 Structure

b. Update existing items.

c. Add nonexisting items to inventory.

4. Next it will prompt to print different reports and barcode

labels

5. Now you have finished the inventory update process.

This is the most common inventory price update process, due to

variations in equipment and inventory items your experience may

vary.  This is not a problem the inventory price update program is

adjusting to met your needs.

W hen the price update is run if it finds a match on the item number it

will update the prices, discount code, and description.  The in stock

value is not touched.
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Create/Receive Orders:

Create/Receive Orders is the backbone of inventory control.  It

provides a means of creating an order to replenish the inventory, as

well as a way to update the inventory once the product has come in. 

To access the ordering section you will find it on the inventory menu,

under Create/Receive Orders.  This screen is divided into three tabs:

Tab Description

Orders to

Send

From this tab you will create any an all orders that

you will send to your vendors, by scanning for

ordered items or creating a custom order from

scratch.

Orders to

Receive

This tab will allow you to receive orders into

inventory, effectively updating the in stock quantities

and the inventory value.

Shipments

to Receive

Receive Shipments is similar in design to Orders to

Receive, the main difference between the two

being, an order contains all of the items you are

requesting from the vendor.  A shipment contains

only those items that the vendor is shipping.  These

items might correspond to the current order, or a

previous order, or a combination of orders received

by the vendor.  (Cornwell Only)

Ordering is broken down into two main parts creating/sending the

order and receiving the order.
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Orders to Send:

The creation and/or maintenance of all new orders are handled on

the Orders to Send tab of Create/Receive Orders.  This is where the

process starts.  Here you have several options:

Button Keystroke Function

Send Tagged F10 Cornwell Only

These buttons deal with tagging and

sending orders to Cornwell.  For

more information consult your

District Manager.

Tag Order Space

Print Order Ctrl-P Produces a hard copy of an order.

Load Order Enter Loads an order that was previously

created, allowing you to make

changes.
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Scan Priority

Items

X These buttons will scan your

inventory file looking for items you

have placed on order that match the

button that initiated the process.

S = All Items

X = Priority Items only

B = BO and/or Need Items only

G = Items in the selected group.

After collecting these items a new

order screen is loaded.

Scan For

Items

S

Scan

BO/Need

Items

B

Scan Group

Items

G

Create Blank

Order

C Loads the Create Order screen

ready to create a new one.

Delete Order Ctrl-D This button will allow you to delete

an existing order.

Edit Back

Order

E This button will allow you edit your

back order items.

Print Back

Order

P This button prints the items that are

currently on back order.

CornwellTools.com This button will attempt to load the

Cornwell Tools website.

W ebcat Alt-O This button will attempt to load the

Cornwell W eb Cat.

Cancel Esc This button will close the

Create/Receive Orders window.
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Create/Edit Orders:

The Create/Edit Order screen is where you will manage the items on

an individual order.  The following functions are available on this

screen:

Button Keystroke Function

Search F2 This button will assist in locating an

item that is currently on the order.

Add Item F3 This button provides an entry

screen, for adding inventory items to

the order.

Edit Item F4 This button displays the Add/Edit

Inventory Item screen.

Status F8 This button displays the current

values for On Order, Held, Cancel,

and allows you to make changes.
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Create Order F9 This button processes the items on

the screen, into a final format that is

either faxed or phoned in to the

vendor.

Save Order F10 This button stores the current list of

items for later manipulation.

Print Order Alt-P This button provides a hard copy of

the item list.

View

BO/Need

Alt-V This button displays a list of

customers that have this item on

either Backorder and/or Need.

Product

History

Alt-H This button displays an itemized

history for the highlighted item.

Hold H This button allows you to toggle the

value to place on hold for future

orders.

Hold All Ctrl-H This button will toggle the value on

hold for all items on the order.

Cancel C This button allow you to toggle the

value to cancel off this order.

Cancel All Ctrl-C This button will toggle the value to

cancel for all items on the order.

W arranty Alt-W This button will display the warranty

information for the highlighted item.

Terms T This button provides an entry screen

for item terms.
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Scan S, G, X, B This button will scan the inventory

file for items that have been placed

on order since this order was

created.

S = All Items

X = Priority Items only

B = BO and/or Need Items only

G = Items in the selected group.

Close Esc Close the order without saving any

changes.

After making all necessary changes to the order.  You are now ready

to submit this order to your vendor.  You can send this order one of

two ways.  The first way, Click on the “Submit [F9]” button, or click

“F9".  This form of submitting an order is the manual process, which

involves faxing or calling the vendor.  The second way involves

saving the order and transmitting it through the CDL.
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Orders to Receive:

Updating of the inventory happens on this tab if you have Inventory

Control turned on.  On this tab you will take an existing order or

create a blank order to update the in stock value.  On this tab you

have several options.

Button Keystroke Function

Print Order Ctrl-P Produces a hard copy of an order.

Load Order Enter Loads an order that was previously

created, allowing you to make

changes.

Receive

Blank Order

R Loads a blank order screen ready to

create a new one.

Delete Order Ctrl-D This button will allow you to delete

an existing order.
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Edit Back

Order

E This button will allow you edit back

order items.

Print Back

Order

P This button prints the items that are

currently on back order.

CornwellTools.com This button will attempt to load the

Cornwell Tools website.

W ebcat Alt-O This button will attempt to load the

Cornwell W eb Cat.

Cancel Esc This button will close the

Create/Receive Orders window.
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Receive Orders:

The Receive Order screen serves a few functions.  The first function

of this screen is to update your inventory in stock number, why

search for each item in the inventory list and update the in stock

quantity manually when the program will do it for you.  The second

function provides you with a history of ordered items.  You can

always reprint or view old orders through the Reprint/View Old

Orders screen.  The following functions are available on this screen.

Button Keystroke Function

Search F2 This button will assist in locating an

item that is currently on the order.

Add Item F3 This button provides an entry

screen, for adding inventory items to

the order.
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Edit Item F4 This button displays the Add/Edit

Inventory Item screen.

Status F8 This button displays the current

values for On Order, Held, Cancel,

and allows you to make changes.

Receive

Order

F9 This button processes the items on

the screen, update the in stock value

to reflect the addition of what is on

the screen.

Save Order F10 This button stores the current list of

items for later manipulation.

Print Order Ctrl-P This button provides a hard copy of

the item list.

View

BO/Need

Alt-V This button displays a list of

customers that have this item on

either Backorder and/or Need.

W arranty Alt-W This button will display the warranty

information for the highlighted item.

Product

History

Alt-H This button displays an itemized

history for the highlighted item.

Hold H This button allows you to toggle the

value to place on hold for future

orders.

Cancel C This button allows you to toggle the

value to cancel off this order.

Mark B/O B This button marks the highlighted

item as a back ordered item.
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Receive B/O R This button allows you to add items

from your back order list to the

order.

Hold All Ctrl-H This button will toggle the value on

hold for all items on the order.

Cancel All Ctrl-C This button will toggle the value to

cancel for all items on the order.

Close Esc Close the order without saving any

changes.
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Shipments to Receive (Cornwell Only):

This section has replaced the Orders to Receive (in function), each

order that is transmitted to Cornwell gets an acknowledgment that

updates the order on the Receive Acknowledgments Tab.  Later

Cornwell sends a shipping acknowledgment that gets added to the

Shipments to Receive tab.

A shipment can contain the contents of one order but in some cases

it will contain items from multiple orders.  W hen a shipment is

received the program will update the orders on the Order

Acknowledgment tab.  In a perfect world the orders on the middle tab

should disappear over time, but every once in a while you will need to

delete acknowledgments that are no longer in transit.

Button Keystroke Function

Print

Shipment

Ctrl-P Produces a hard copy of an order.

Load

Shipment

Enter Loads an order that was previously

created, allowing you to make

changes.

Delete

Shipment

Ctrl-D This button will allow you to delete

an existing order.

Print Back

Order

P This button prints the items that are

currently on back order.

CornwellTools.com This button will attempt to load the

Cornwell Tools website.

W ebcat Alt-O This button will attempt to load the

Cornwell W eb Cat.

Cancel Esc This button will close the

Create/Receive Orders window.
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Receive Shipments:

This screen will update your inventory and create history the same

way Receive Orders.  
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This screen has the following options.

Button Keystroke Function

Search F2 This button will assist in locating an

item that is currently on the

shipment.

Add Item F3 This button provides an entry

screen, for adding inventory items to

the shipment.

Edit Item F4 This button displays the Add/Edit

Inventory Item screen.

Show

PONum

F8 This button toggles the fourth

column between Sales Order # and

PONum.

Receive

Shipment

F9 This button processes the items on

the screen, updating the in stock

value with the on screen quantity.

Save

Shipment

F10 This button stores the current list of

items for later manipulation.

Print

Shipment

Ctrl-P This button provides a hard copy of

the item list.

View

BO/Need

Alt-V This button displays a list of

customers that have this item on

either Backorder and/or Need.

W arranty Alt-W This button will display the warranty

information for the highlighted item.

Product

History

Alt-H This button displays an itemized

history for the highlighted item.
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Close Esc Close the shipment without saving

any changes.
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Creating a New Order to Send:

There are two ways to create a new order to send:

1. The first way click the button labeled “[C] Create Blank

Order”, this will open an empty order screen.

– or –

2. The second way involves scanning for items that have been

put on order.

“S” will scan for any item put on order.

“G” will scan for items in a particular group on order.

“X” will scan for priority items on order.

“B” will scan for BO and/or Need items on order.

After collecting these items the order screen will open

displaying the list of items.  If the scan does not find anything

you will be prompted to create a blank order at that point.

Submitting an Existing Order:

Submitting an order is the act of physically transmitting your order to

the vendor.  To submit the order:

1. Open the order that you would like to submit.

2. Verify everything is on the order.

3. W hen you are sure that the order is correct, click the button

labeled “[F9] Create”.

4. At this point MM1 will ask some questions about the order,

provide you with a print screen, and lastly move the order to

the second tab “Orders to Receive”.

5. Now you would physically call the vendor and place the

order.

Sending an Existing Order (Cornwell Only):
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Sending an order is similar to Submitting an order but instead of

calling or faxing the vendor MM1 will transmit the order electronically. 

To use this technique you must be connected to the internet.

1. On the Orders to Send tab, highlight the order you want to

send.

2. Now tag this order by pressing the space bar.

3. Press the button labeled “[F10] Send Tagged”.
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Invoice Received:

The Invoice Received screen temporarily holds orders that have

been received.  These orders will be displayed on the weekly report

and used to help calculated the estimated inventory value.  On this

screen you can also add an order, one that you have physically

received but don’t have an order in the system for.  If you are running

your system with Inventory Control turned off, and you don’t enter

your orders through MM1, you will want to put the invoice totals on

here so the program can calculate the estimated inventory value.

This screen can be accessed from the Inventory menu, Invoice

Received.  On this screen you have the following options.

Button Keystroke Function

Save This button will save any changes

made and close the window.

Cancel Esc This button will close the window

without saving.
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Adding a new invoice:

On the Invoice Received screen scroll down until you find the line

with an asterisk (*) on it.  This line is used to add new entries.  Place

you cursor on this line and begin to enter the information for the

invoice.

Deleting an existing invoice:

On the Invoice Received screen scroll down until you find the invoice

you want to delete.  Click the record indicator on the left hand side

(the arrow that points to the line).  Now hit the Delete button on you

keyboard.  The Invoice is now deleted.
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Warranty Tools:

W arranty is an important section for a dealer that has accepted at

least one item for warranty or plans to.  This section allow you to

keep track of warranty items.  Tracking such things as how many

items and the value.

To access this section of the program go to the Inventory menu,

W arranty Tools.  On the opening screen you will have a choice,

which warranty line do you want to wok on.  Below you will find a list

of the available options.

Button Keystroke Function

Load

W arranty File

Enter This button will load the currently

highlighted warranty file, for changes

and submission.

Print Only Ctrl P This button will only print the

warranty list, IT W ILL NOT SUBMIT

AND CLEAR.

Cancel Esc This button will close the current

window.
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W arranty Items:

The W arranty Items screen is where you will manage the items in the

individual warranty files.  The following functions are available on this

screen:

Button Keystroke Function

Search F2 This button will assist in locating an

item in the warranty file.

Add Item F3 This button provides an entry

screen, for adding inventory items.

Edit Item F4 This button displays the Add/Edit

Inventory Item screen.

Submit Tools F9 This button will clear the warranty

file and allow you to print copies for

mailing with the tools.
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Save Tools F10 This button stores the current list of

items for later manipulation.

Print Order Ctrl-P This button provides a hard copy of

the item list.

W arranty Alt-W This button will display the warranty

information for the highlighted item.

Product

History

Alt-H This button displays an itemized

history for the highlighted item.

Cancel C This button allows you to toggle the

value to cancel off warranty.

Cancel All Ctrl-C This button will toggle the value to

cancel for all items on warranty.

Close Esc Close the warranty without saving

any changes.
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Reprint/View Old Orders:

The feature provides a way of reprinting previously received orders. 

You can also generate a yearly report, displaying your purchases for

a particular year.  This feature only works if you have the setup

option “Keep Received Order History” ON.  To access this screen go

to the Inventory menu, Reprint/View Old Orders.

This screen has the following options:

Button Keystroke Function

View/Print Alt-V This button will display a copy of the

received order.

Yearly

Report

Alt-Y This button will display a purchasing

report for what ever year you

choose.

Reprint

Labels

Alt-R This button provides a way of

reprinting the labels for an order.

Close Esc This button will close the window.
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Add/Edit Promo Items:

This feature is provided as a means of maintaining the promotional

items.  To access this screen go to the Inventory menu, Add/Edit

Promo Items.  W hen this screen opens you will have a number of

options to choose from on the bottom of the screen.

Button Keystroke Function

Search F2 This is an entry field to search for a

particular item, you can press the F2

key to place the focus in the search

box above the buttons.

Add Item F3 This button allows you to add new

inventory items/parts or services to

the promo list.
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Delete Item Ctrl-D This button will allow you to delete

the highlighted Item from the promo

list.

W arranty Info Alt-W This button will display the warranty

information for the highlighted item.

Print List Alt-P This button will print the current

Promo list of items.

Item History Alt-H This button will display an itemized

listing of an items history.

Exit Esc This button will close the Add/Edit

Inventory screen.
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Do Physical Inventory:

This function is designed to help you do a physical inventory and

update all the quantities on hand.  W hen you update your inventory,

your existing inventory numbers will be replaced with the items on the

Physical Inventory List.  W hen you have completed your inventory be

aware that only the items on this list will become your new inventory. 

Adding any missed items must be done at the Edit Inventory Screen.

It is very important that you back up your system before

preforming a physical inventory to prevent any data loss.

To access this screen go to the Inventory menu, Do A Physical

Inventory.  Here you will find several options to help you along the

way.
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Button Keystroke Function

Search F2 This button will provide a popup

window to type in the item to search

for.

Add Item F3 This button allows you to add new

inventory items/parts.

Update

Inventory

F9 This button will update the inventory

numbers, replacing all in stock

numbers with the values on the

screen.

Save

Physical

F10 This button will save the contents of

this list for later changes.

Print Physical Alt-P This button will print the current

physical inventory list of items..

View

BO/Need

Alt-V This button displays a list of

customer that have this item on BO

and/or Need.

W arranty Info Alt-W This button will display the warranty

information for the highlighted item.

Item History Alt-H This button will display an itemized

listing of an items history.

Cancel Esc This button will close the Do

Physical Inventory screen,

prompting whether to keep the

saved file or delete it.
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Print BO Items:

This feature is located on the Inventory menu, Print BO Items.  This

is accentually a report that provides you with a list of back ordered

items. 

List Inventory:

This screen is the same as the “[Alt-P] Print Physical Inventory”

button located on the Add/Edit Inventory screen.  This screen will list

all in stock items and calculate the inventory value based on the

option “Allow negative values”.  The following are the available button

options.

Button Keystroke Function

Print F10 This button will create a list of the

inventory items, and determine the

value based on “Allow negative

values”.

Close Esc This button will close this window.
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Current Inventory Value:

This value can be obtained in two places the first is on the Inventory

Menu, Current Inventory Value.  The second is on the Add/Edit

Inventory screen, a button labeled “[Alt V] Current Inventory Value”. 

Selecting this feature, the program will scan the inventory file and

generate a summary of the inventory numbers.

• Replacement List Value – This value is the total of all

extended list prices.

• Replacement Net Value – This value is the total of all

extended net (cost) prices.

• Current Inventory List Value – This value is the total of all

current extended list prices (This includes the promo price if

the item is on promo).

• Current Inventory Net Value – This value is the total of all

current extended net (cost) prices (This includes the promo

price if the item is on promo).

• Inventory Item Line Count – This value is a count of how

many line items (different item numbers) have a value not

equal to zero.

• Individual Item Count – This value is the total of all in stock

items.
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SECTION 7 – Reports

This section of the manual contains all of the reports on the reports

menu.  To access any of these reports go to the Reports menu and

select the name that corresponds to the report in question.

Daily/Weekly:

Daily/W eekly is more than just a report, it also contains your weekly

close out.  W hen selecting Daily/W eekly from the menu, there are a

few things to keep in mind.

1. Be sure that new accounts have been added in to your

records.  If they have not, then the total owed to you will be

off as well as the number of accounts, turn, and collection

percentages.

2. Be sure all transactions have been added in.  Obviously, if a

transaction (sale, collection, etc.) has not been entered, it

cannot be counted into the business figures.
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3. Be sure all inventory has been processed.  If you are using

inventory control, be sure any orders have been entered.  If

not, then enter all invoice totals (see Invoices Received).

Now you will need to decide what type of report you are looking for a

Daily report or W eekly Close Out report.

The Daily report is straight forward.  The invoices are listed in

consecutive order, listing the customers name, account number,

balance forward, account type, sales amount, tax amount, collection

amount, payment type, new balance, and purchase order number. 

The bottom portion of this report is the summary, giving totals for

tickets, Moved In accounts, cash, check and charge.  The next

display is of the activity on Time and XCR accounts.  Lastly you will

find the totals broken down by account type for sales, tax, and

collections.
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The W eekly report at it simplest is a two page report that summarizes

the week.  This report gives a summary of the sales, collections,

inventory values, and customer account stats.  W ith the W eekly

report, there are five other optional reports.

1. W eekly Expense Report

2. Non-Paying Customer Report

3. W CS Report (Cornwell Only)

4. TP Voucher (Cornwell Only)

5. Customer Audit Report

If you select W eekly Closeout, you will be asked whether or not to

close the books.  This is an important step; look over your report

verify that everything is correct.  If everything looks right then click

the button labeled “OK”.  This will close the books for this week and

advance the program dates into the next work week.  If there is a

problem click the button labeled “Cancel”, then go back and fix the

problem.  Once you have fixed the problem come back and start the

weekly close out again.
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Daily Work Sheets:

The work sheets are used in place of your route book.  This work

sheet provides basic information in the event something happens to

your computer you can still work your route until the machine is

available again.  On this screen you have three report types.

Report Description

Report Type A This report includes these columns; Stops,

Customer Name, Type, Phone, comment,

Min Pay, Last Pay, Balance, Pur, Pay, Tax?,

and Bal.

Report Type B This report includes these columns; Stops,

Customer Name, Type, Phone, Comment,

Stat, Pay Hist, Min Pay, Last Pay, Balance,

Pur, and Pay.

Stops Only This report includes these columns; Stop

Name, Phone, Contact, Tax Area, Address

Line 1, Address Line 2, City, St, and Zip.

Once you have selected the day/week and the report type click the

button labeled “Process [F10]”, and the program will generate the

work sheet for you.
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XCR Reports:

This report/screen provides a way to calculate a fee for XCR(SA)

accounts.  On this screen enter the principal amount and then select

the method of calculation, 

Calculation Keystroke Description

by Payment Alt-P This method will calculate the fee

based on the payment amount.

By W eeks Alt-W This method will calculate the fee

based on the number of weeks.

Payment

Schedule

Alt-S This method displays a list of

different payment selection to

choose from.

After making you selection you have these options available.

Button Keystroke Function

Change

Percent

Alt-C This button will change the

percentage rate used to calculate

with.
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Print Ctrl-P This button will create a printout of

the payment agreement.

Reset

Screen

F5 This button will clear the screen,

allowing you to start over.

Accept

Payment

F10 This button is used from Generate

Invoices to accept the agreement,

placing the fee on the invoice.

Close Esc This button will close this window.
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Tax Liabilities:

This report provides a breakdown by tax area of sales tax and

collected tax.  This report is designed to be used in reporting taxes. 

This screen displays available folders to report on.  After making the

year selection enter the date range, and press the button label “[F10]

Print” to create the report.

Button Keystroke Function

Print F10 This button will create the tax liability

report.

Close Esc This button will close this window.
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IIP Reporting:

This report will list all of the open invoices-in-progress in the MM1

system.  The columns listed are Date, Customer Name, Account

Number, and Total.  W hen the screen opens it displays the list of

invoices, here you have to options.

Button Keystroke Function

Print F10 This button will create a print the list

of invoices-in-progress.

Close Esc This button will close this window.
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Reprint Daily/Weekly:

The reprint Daily/W eekly screen provides a way to print old

daily/weekly reports.  W hen this screen opens you must select which

report you would like to reprint.

On the Daily tab, you are presented with a calender here you will

select the date of the daily you would like to reprint.

On the W eekly tab, you are presented with a list of available close

outs, here you will highlight the report you would like to reprint.

Once you have the report selected, click the button labeled “[F10]

Print” This will reprint the report in question.

Button Keystroke Function

Print F10 This button will reprint the selected

report.

Close Esc This button will close this window.
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Expense Reports:

There are three different expense reports, W eekly, Monthly and

Detailed.  The first two reports generate as soon as they are selected

producing a break down of all accounts either on a weekly or monthly

basis.

The third report, the Detailed report, list all of the available expense

accounts, and provides you with a date range to limit the report with.

Button Keystroke Function

Select All F3 This button will select all of the

expense accounts for the report.

Clear All F7 This button will unselect all the

expense accounts, resetting the

window.

Print F10 This button will create the expense

report.

Close Esc This button will close this window.
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Customer BO & Needs:

This report will list the customer back orders and/or needs for a

specific day.  On this screen you would select the day, and the report

type.

Report Description

Customer

BO/Needs

This report will list both customer back

orders and needs.

Customer BO This report will only list customer back

orders.

Customer Needs This report will only list customer needs.

Once you have done this the program will generate the report

requested.

Button Keystroke Function

Print F10 This button will create a print of

customer BO and/or Needs.
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Close Esc This button will close this window.
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Top Selling Items:

This report is a list of your year to date top selling items.  W hen you

open this window you have three input fields to use to determine

what is displayed on the report.

Options Description

How many to List This option determines how many items to

display in the listing.

Skip Physical

Items

This option determines if the listing will

include physical items.

Skip Nonphysical

Items

This option determines if the listing will

include non physical items.

Once you have made your selections, click the button labeled “[F10]

Process Report” to create the list.

Button Keystroke Function

Process

Report

F10 This button will create a print of Top

Selling items based on the options

selected..

Close Esc This button will close this window.
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Other Dealer Report:

This report is designed to give you a listing of the dealers that you

are collecting for, displaying the dealer name, last date of payment,

amount owed and YTD Totals.  On this screen you have one option,

whether to print Inactive Dealers.

Button Keystroke Function

Print Other

Dealer

Report

F10 This button will create the Other

Dealer report.

Close Esc This button will close this window.
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YTD Stop Report:

This report will print the year-to-date totals for each stop by day and

sort order.

Sort Order Description

by Route This option will sort the report by route

layout.

by YTD Purchases This option will sort the report using the YTD

Purchases.  (Highest to Lowest)

by YTD Payments This option will sort the report using the YTD

Payments.  (Highest to Lowest)

Once you have made your selection click the button labeled “[F10]

Process”.

Button Keystroke Function

Process F10 This button will create a list of stops

and there YTD numbers.

Close Esc This button will close this window.
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Weekly Analysis Report:

This report will assist you in analyzing the strengths and weaknesses

of your business, based on your weekly close outs.  This screen

displays all of the weekly reports in descending order, and has an

entry field querying how many weeks to compare.  This number

counts backwards from the currently highlighted close out.

Button Keystroke Function

Process F10 This button will create the report

based on the number of weeks..

Close Esc This button will close this window.
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Customer Service Notes:

This report will print customer services notes for all customers within

a certain date range.  Sorted by Customer Name, Route, Date

Opened, or Subject.

Button Keystroke Function

Process F10 This button will create the customer

service report.

Close Esc This button will close this window.
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Reprint Current WCS (Cornwell Only):

This selection from the menu will print the current W CS report.  W hen

this report is selected it will produce a blank copy.

Prepare ACH Transfer (Cornwell Only):

This screen is provided to transmit any Tech Credit payments to

Cornwell electronically.  This screen will display the previous weeks

Tech Credit payments that are waiting to be transmitted.  On this

screen you will find these options available.

Button Keystroke Function

Print List Ctrl-P This button will print the list of ACH

payments in the list.

Send All

Transactions

F10 This button will attempt to connect to

Cornwell’s server to transmit the

Tech Credit payments

Close Esc This button will close this window.
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SECTION 8 – Maintenance

Reindex Files:

Maintenance like backing up is necessary to your business.  Every

so often your software will slow down or start to experience multiple

errors.  Most of the time reindexing the files will clear up the

problems.

To access this screen go to the Utilities menu, Reindex Files.  W hen

the screen opens it will default to the first tab “[Alt-1] Current Year”. 

Next to that tab you will see “[Alt-2] History Folders”, and “[ Alt-3]

Database Files”.  On each tab you will see a list of files with check

boxes next to them.  You can check one file or multiple files, then

start the reindex process.  Here are the options that are available on

this screen.
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Button Keystroke Function

Start Reindex Alt-R This button will start the reindex

process on the selected files.

Start Clean &

Pack 

Alt-P This button will start the clean and

pack on the selected files.  This

option is only available on the

Database Files tab.

Start Rebuild Alt-B This button will start the rebuild

process on the selected files.  This

option is only available on the

Database Files tab.

Select All Alt-S This button will select all of the files

in the list.

Unselect All Alt-U This button will unselect all of the

files in the list.

Cancel Esc This button will close the window.
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Purge Data Files:

This section of the program is provided for cleaning up purposes. 

This feature was necessary in earlier version because of space

limitations.  Only use this section, if:

1. You know what you are doing.

2. Have backed up your data.

3. Need to clean up data corruption.

4. or, have been asked by Tech Support to do this.

The first three screens, Expense Tickets, Clean Promo Index, and

Received Order History all provide you with a date entry field, that the

program will remove information before that date.

W eekly Analysis provides you with a list of weeks and a delete and

undelete button.  Any records that are marked in red when you save

will be deleted.

Inventory Items provides you with two ways of deleting inventory

items by Group and by Prefix.  This screen will remove items from

the inventory file based on your selections.

Once a file has been purge the information has been erased

permanently.
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YTD figures:

This menu option contains year to date totals for sales, collections

and inventory.  The program updates these numbers at the end of

every weekly close out.  If you change these numbers they will not

take effect until the next weekly close out.  At the end of the year the

program will zero all of the numbers except the inventory list and net. 

These figures are found on the first page of the W eekly Close Out

report.

To access this screen go to the Utilities menu, YTD Figures.  On this

screen you will find these options available.

Button Keystroke Function

Save This button will save any changes.

Cancel Esc This button will close the window

without saving.
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End Of Year:

This utility will zero all customer year to date purchases and payment

figures, and zero all Year-To-Date figures.  It is advised that you

BACKUP your data first before starting this process.  This process

includes these steps:

1. Internal Backup – DO NOT DEPEND ON THIS BACKUP,

DO YOUR OWN BACKUP.

2. Customer Year to Date

3. Inventory Year to Date

4. Expenses W eek to Date, Month to Date, Year to Date

5. Contract Year to Date

6. Stops Year to Date

7. Time, Open, XC, Contract, Cash Sales and Collections.

This feature is not available until you have closed your 52 week. 

Before you use this feature print off any reports that you will need for

End of Year processing.
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Maintain Access Codes:

This is an optional feature, every month you will receive an access

code for the next month, after receiving this code enter it in this

section to ensure that the codes are available when the system asks

for them.  W hen the code is required, the system will automatically

access it from this list of stored codes.  This process can eliminate

misplacing the access codes and having to call Classic Computer

Systems for a code.

To access this window go to the Utilities menu, Maintain Access

Codes.  Move the highlight to the specific month for which you are

recording the access code and type it in.  Then click the button

labeled “Save”.  Here are the options for this window.

Button Keystroke Function

Save This button will save any changes.

Cancel Esc This button will close the window

without saving.
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SECTION 9 – Advanced Topics

Exporting Customer Route

This section of the program will assist in moving part or all of the

customer route into another dealers machine.  This information is not

removed from the original machine.  In order to complete the process

you will need a storage device (i.e. jump drive, flash drive, memory

stick, etc. ).

Open Export Customer Route, it is located on the File menu.  This

will open a new window that displays the customer route at the top

with check boxes.  Next you will notice 2 buttons Export and Cancel,
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below that you will find two status boxes.  The first status box

displays the path where the route will be stored, a Browse button,

and a progress bar.  The second status box displays 3 progress bars:

Route, Shop, Customer.

To start the process:

1. Check the Export path it will default to your last backup path. 

If this path does not point to the location of your storage

device, follow the steps below to change it, otherwise

proceed to step 2.

a. Click the Browse button this will display a Browse

for folder window.

b. Search for your storage device in this list.  In most

cases looking under My Computer will display your

device.

c. Once you have your storage device highlighted click

the OK button.

2. Now you will need to select the information that you want to

export by putting a check mark by each of the items, for

example if you wanted to export BOB and New Guy from

Stop 1 and all of Stop 5.

a. First click the [+] plus sign in front of Monday, this

will display all of the stops on Monday.

b. Now click the [+] plus sign in front of Stop1, to

display the customers in that stop.

c. Now place a check mark in the box in front of BOB

and New Guy (see image above). 

d. Now place a check mark in front of Stop 5.

NOTE: You’ll notice when you select an item on a lower branch it will

automatically select the stop and/day, with out selecting the

other customers or stops.  This is done to maintain integrity

during the export process.

3. Once you have completed step 1 and 2 click the Export

button.  You will notice the progress bars in the Export Status

box moving.  These progress bars indicate how much of the
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export process is complete.  Once the export is complete the

compression progress bar will activate indicating how much

of the data has been moved to your storage device.

4. W hen the compression has completed you will be notified

that it has completed.  You have successfully Exported your

Customer Route.
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Importing Customer Route

This section of the program will assist in updating and/or moving a

customer route.  In order to start this operation you will need the

information that will be imported.

Open the Import Customer Route it is located on the File menu.  This

will open a new window that displays on the left hand side the

Existing Route, and a button below the Existing Route label – Import

–.  On right hand side the Import Route, the import path, below you

find 2 buttons Load and Browse, below that is a progress bar.  Next

you will find the Import Status box with three progress bars.  Next to

the status box you will find the Cancel button.
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To start the process:

1. An export file or a backup from the other route is needed, if

you do not have this information you will need to export the

customer route (for help on exporting customers refer to

Exporting Customer Route in the manual).

2. Check the Import path it will default to the last restore path. 

If this path does not point to the location of your storage

device, follow the steps below to change it, otherwise

proceed to step 3.

a. Click the Browse button this will display a Browse

for folder window.

b. Search for your storage device in this list.  In most

cases looking under My Computer will display your

device.

c. Once you have your storage device highlighted click

the OK button.

3. Next click Load to display the Import Route.  This will display

the Import route on the right hand side of the screen.

4. Now you will need to move Import information from the right

to the left side.  In order to do this you will need to locate the

import information and locate the destination on the left side. 

To move customers/stops/days:

a. Drag the customer/stop/day to the appropriate

location on the left hand side and drop the

customer/stop/day.  The icon on the mouse will

indicate if you can drop that item there.

i. Day Example: You want to import Monday

into Monday

(1) On the right hand side, click on

Monday, hold the left mouse button

down

(2) Drag the mouse to the left hand side

on top of Monday.
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(3) Now release the mouse button, this

will move all of the import stops

located on Monday to the end of the

current Monday route.

ii. Stop Example: You want to import Stop 5

into Monday

(1) On the right hand side, click the [+]

plus sign in front of Monday, this will

display all of the stops on Monday.

(2) Now click on Stop 5, hold the left

mouse button down.

(3) Drag the mouse to the left hand side

on top of Monday.

(4) Now release the mouse button, this

will add Stop 5 to the end of

Monday’s route.

iii. Stop Example: You want to import Stop 5

into Stop 3

(1) Now on the left hand side, click the

[+] plus sign in front of Monday, this

will display all of the stops on

Monday.

(2) Now click on Stop 3, so that it is

highlighted.

(3) On the right hand side, click the [+]

plus sign in front of Monday, this will

display all of the stops on Monday.

(4) Now click on Stop 5, hold the left

mouse button down.

(5) Drag the mouse to the left hand side

on top of Stop 3 Monday.

(6) Now release the mouse button, this

will add all of the customers in Stop

5 to the end of Stop 3.

iv. Customer Example: You want to import BOB
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into Stop 2

(1) Now on the left hand side, click the

[+] plus sign in front of the Monday.

(2) Now click on Stop 2

(3) On the right hand side, click the [+]

plus sign in front of Monday, this will

display all of the stops on Monday.

(4) Now click the [+] plus sign in front of

Stop 1, this will display all of the

customers in this stop.

(5) Now click on the BOB, hold the left

mouse button down.

(6) Drag the mouse to the left hand side

on top of Stop 2 Monday.

(7) Now release the mouse button, this

will move BOB into Stop 2.

– or –
b. Highlight the destination on the left, then highlight the

source on the right side.  If the text above each route

is red this move can not be made. Now click the <<–

Move button.

i. Day Example: You want to import Monday

into Monday

(1) On the right hand side, click on

Monday, this will highlight Monday.

(2) Now on the left hand side, click on

Monday.

(3) On the right hand side Monday is

highlighted, on the left hand side

Monday is highlighted, now click the

button labeled <<– Move this will

move all of the import stops located

on Monday to the end of the current

Monday route.

ii. Stop Example: You want to import Stop 5

into Monday

(1) On the right hand side, click the [+]
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plus sign in front of Monday, this will

display all of the stops on Monday.

(2) Now click on Stop 5, so that it is

highlighted.

(3) Now on the left hand side, click on

Monday.

(4) On the right hand side Stop 5 is

highlighted, on the left hand side

Monday  is highlighted, now click the

button labeled <<– Move this will

add Stop 5 to the end of Monday’s

route.

iii. Stop Example: You want to import Stop 5

into Stop 3

(1) On the right hand side, click the [+]

plus sign in front of Monday, this will

display all of the stops on Monday.

(2) Now click on Stop 5, so that it is

highlighted.

(3) Now on the left hand side, click the

[+] plus sign in front of Monday, this

will display all of the stops on

Monday.

(4) Now click on Stop 3, so that it is

highlighted.

(5) On the right hand side Stop 5 is

highlighted, on the left hand side

Stop 3  is highlighted, now click the

button labeled <<– Move this will

add all of the customers in Stop 5 to

the end of Stop 3.

iv. Customer Example: You want to import BOB

into Stop 2

(1) On the right hand side, click the [+]

plus sign in front of Monday, this will

display all of the stops on Monday.
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(2) Now click the [+] plus sign in front of

Stop 1, this will display all of the

customers in this stop.

(3) Now click on the BOB, so that BOB

is highlighted.

(4) Now on the left hand side, click the

[+] plus sign in front of the Monday.

(5) Now click on Stop 2

(6) On the right hand side BOB is

highlighted, on the left hand side

Stop 2 is highlight, now click the

button labeled <<– Move this will

move BOB into Stop 2.

Day the contents of the day can only be

moved to another day.

Stop a shop can be moved to a day, or the

contents of the shop can be moved to

another shop.

Customer a customer can only be moved to a

shop.

5. Repeat step 4 until you have moved all of the

customers/stops/days that you need to move.

6. Once you have finished moving the route verify that

everything is in the right location, if for any reason the

Existing Route does not reflect what should have been

moved click the Reset button, otherwise click the Import

button this will finalize the import process.

7. It is very important that a reindex is done at the completion of

this process.
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Export Data Files:

This screen provides a way of exporting customer information,

history, stops, taxes, etc. from the program into a format usable in

other software packages.

1. Database File – This option will take all of the current

information and place it into a db3 compatible format.

2. Comma Delimited Text File – this option will place the

information in a text file separated by commas.

3. Space Formatted Text File – this option will place the

information in a text file separated by spaces.

Button Keystroke Function

Accept F10 This button will create the export

files.

Close Esc This button will close this window.
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Report Designer:

THIS IS A HIGHLY TECHNICAL PART OF THE PROGRAM.  THIS

SECTION IS PROVIDED FOR MINOR CUSTOMIZATION OF

REPORTS.  It is highly recommended when modifying any report you

save your modified version with another name.  The Report Designer

is beyond the scope of this manual, do not use this section unless

you understand what you are doing.
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PPI Pay Mover Credit Card Module For MM1:

PPI Pay Mover is an integrated credit card processing module for the

Mobile Manager 1 for windows program.  Requirements to process

are as follows.

1. A merchant account  set up with Payment Processing

Incorporated (PPI).

2. An internet provider to download transactions at the end of

the day.

3. Three track credit card reader.  (Supplied by Classic

Computer Systems)

4. MM1W in software loaded on your computer.

How Does It Works:

PPI Pay Mover  is an integrated credit card processing program that

allows you to swipe your customers credit card as a form of payment

and batch process the payments when you can connect to the

internet.  If you have an available internet connection on your truck

(W ireless Internet service) you can process transactions real time.  

You can also store up to four credit cards on your customers account

and recall the card for weekly payments if authorized by the

customer.  Please note: The qualified discount rate (Best Rate) is

only applied for swiped credit card transactions.  If you use a stored

credit card you will receive the mid-qualified rate.  It is to your

advantage to swipe the customers credit card each time you take a

payment.
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Setup:

To setup PPI Pay Mover choose Customize from the Utility Menu. 

Choose the Security/PPI Pay Mover  tab.  On the right hand side of

the window check the option, “Use Pay Mover To Process Credit

Cards”.  You will need to fill in the six boxes with information that is

supplied to you by PPI.

Options Description

PPI Token This information is supplied by PPI.

Enter your

Paymover2

Merchant Center

Gateway link here

This information is supplied by PPI.

After entering all the information click the button labeled “[F10] Save

Settings”.

Credit Card Transactions:

Once the credit card module is installed and configured you are

ready to run transactions.  There are two ways to run transactions

with PPI Pay Mover.  You can swipe a credit card when the

transaction is complete or use a stored credit card.  If you have an

internet connection the system can connect and approve the

transaction live.  If you do not (most systems will not) you can store

the transaction to be approved when you connect to the internet.

Swiped Transactions:

1. Total your transaction and enter the amount that you want to

pay on the customers account.

2. Select credit card as How Paid.  

3. Accept the invoice and choose if you want to print.
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4. The Credit Card Transaction window will open.

5. Swipe the customers credit card.  (A swiped credit card will

process at the lower transaction rate so you should swipe as

often as you can).

6. You can enter a Comment in the field provided that will

display in the batch credit cards screen.  This is useful if you

need to hold the payment for a few days before processing.

7. Click the button labeled “[Alt N] Process Now” if you have an

internet connection on the truck or choose “[Alt L] Process

Later” to store the transaction until you batch your

transactions when you have a internet connection.  

8. The system will finalize the transaction.

Stored/Manual Transactions:

Follow the above directions but on step 5 you can choose a stored

card or enter the card number manually.  You will need to be sure the

expire date and zip code are entered.

1. If you choose to retrieve a stored card click the button

labeled “[Alt-R] Retrieve Card”.

2. Choose the card from the list of stored cards for that account

and click “[F10] Proceed”.

3. You can enter a Comment in the field provided that will

display in the batch credit cards screen.  This is useful if you

need to hold the payment for a few days before processing.

4. Click the button labeled “[Alt N] Process Now” if you have an

internet connection on the truck or choose “[Alt L] Process

Later” to store the transaction until you batch your

transactions when you have a internet connection.  

5. The system will finalize the transaction.

Storing Credit Cards:

You can store up to four (4) credit cards on a customers account.  

To add a stored card:
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1. Open the edit window for the account you want to store the

credit card information.

2. Click the “[Alt-R] Stored Credit Card” button.

3. The Stored Credit Cards window will open.

4. Swipe or enter the credit card information into one of the 4

positions.  

5. Enter the Expiration date.

6. Enter the Zip Code for the credit card billing address.

7. If the customer has authorized the card to be used on a

weekly basis even if they are not available check the Auth

box.  (You should print the Auth. Form and have it signed by

the customer to authorize weekly charges to the card).

8. The default check box is to set that card as the primary card

to use when making authorized charges.

9. Click “[F10] Accept”.  

You can also store a card from the credit card transaction window. 

This will allow you to store the card that you are using for the current

transaction.  

To add from the transaction window:

1. Swipe the card in the transaction window.  

2. Click the “[Alt-R] Stored Credit Card” button.

3. In the Save Credit Card window select a slot that you want to

store the card number in.  Note: Selecting a slot with a credit

card number in it will replace the existing information with the

new card that you are storing).

4. Click “[F10] Accept”.  (If you have not entered the zip code

for the credit card you will be prompted to enter one now).

5. You can now choose to print the Authorization form for the

customer to sign, [Yes] or [No].

6. If this card is Authorized you can choose to mark it as

Authorized, [Yes] or [No].

7. The information will be stored and you will return to the Credit

card transaction window.

Section 9

322

Voice Authorization:

This feature is used if you need to get a voice authorization for a

sale.  There is an additional charge for voice authorization so use this

feature wisely.

1. Finish your sale and enter the payment amount.  Choose

credit card as your payment choice.

2. Call merchant services to get the voice authorization.

3. After you receive the voice authorization enter the

Authorization code in the field on the credit card screen.

4. Enter the card information and click “[Alt-L] Process Later”.

5. W hen the batch is processed the charge will be run.

Refund A Charge:

This feature is used to refund a credit card charge.  You can use this

feature before or after the batch has been closed.  If you refund prior

to the batch the charge will be pulled from the batch to avoid

processing fees.

1. Choose View/Void Old Invoices from the Invoicing Menu.

2. Enter the invoice number or select the invoice from the list.

3. W ith the invoice selected click the “[Alt-C] Refund Charge”

button. 

4. If the batch containing the voided charge is still open, the

charge will be removed and it will not batch.  If the charge is

not in the open batch there will be a refund placed in the

batch to process the next time you batch.

Voiding A Credit Card Sale:

1. Choose View/Void Old Invoices from the Invoicing Menu.

2. Enter the invoice number or select the invoice from the list.

3. W ith the invoice selected click the “[Alt-V] Void Invoice”

button.  

4. If the batch containing the voided invoice is still open, the
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charge will be removed and it will not batch.  If the invoice is

not in the open batch there will be a refund placed in the

batch to process the next time you batch.

Batch/Settle Credit Cards:

This is one of the most important functions!  This is were you batch

the credit card information to the processor for authorization. 
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Batch Credit Cards:

If you have transactions that need to be batched you will see a

money bag icon in the lower middle section of the main menu.  Once

the batch has completed you will get a printed batch report listing the

status of every transaction.  If any transactions were declined the

customers will have an adjustment invoice written to their account

removing the payment.

1. You must be connected to the internet to process the batch.

2. Choose Credit Cards Processing from the Invoicing Menu.

3. Select Batch Credit Cards.

4. The Batch Credit Cards window will open with the pre batch

list of items that will be sent.  You can Hold items from the

batch by clicking in the Hold field next to the charge on the

left hand column of the screen.  If you change any comments

they will be saved after you process the batch. You can hold

cards from the batch repeatedly to accommodate your

customers request.

5. You should select to print the batch report.  This report can

be printed to screen using the preview function.

6. Click “Process”.

7. The system will send the transactions to the PPI Pay Mover

site for authorization.  This process will take time depending

on your connection speed and the number of items that you

are sending.

8. If you checked Print Batch Report a print window will open. 

Choose printer or preview and click “Start”.

9. The report will print giving response codes and messages for

each transaction.  Any transactions declined will be listed.

If you had any transactions that were declined the payment will be

reversed from the customers account.

Delete Credit Card From Batch: 

This allows you to delete a credit card from the batch prior to

processing the batch.
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1. Choose Credit Cards Processing from the Invoicing Menu.

2. Select Batch Credit Cards.

3. W hen the batch window appears select the card that you

want to delete from the batch by placing the mouse pointer

on the block in the far left hand column of the line you want to

mark.  Click on the line and the line will highlight.  The Delete

line button will now be active.  

4. Click the “Delete Entry” button and the item will be marked in

red.  The Line will delete when you process or close the

function.

5. Follow the above instructions and click “Undelete Entry” to

unmark a line if you make a mistake.

Transaction Report:

This report will list your transactions for the selected date range.  To

run this report:

1. Choose Credit Cards Processing from the Invoicing Menu.

2. Select Transaction Report.

3. Select the Start and End Date for the report.

4. Choose the type of transactions to be displayed on the

report. 

5. Click “Process”.

6. The print options window will open.  Choose printer or

preview and click “Start”.

NOTE:  PPI Pay Mover will automatically submit all authorized items

for funding at 5:00 am PST daily.  Your bank is usually funded within

24- 48 hours for Visa/Master Card.
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